Offender Profile System (OPS) Training Manual
Your CIS (Corrections Information System) adventure begins here!

If you’ve never worked with this system before amd now wondering what you've
gotten yourself into, don’t panic; just take a deegath! While the field of community
corrections and this computer system are ever-¢chgnthe support system you have
both with this manual and your SOON ReBwafewideOffice OperationdNetwork) is
consistent. SOON Reps are more than happy ta gssidy answering your questions,
offering advice or simply lending an ear when yeelfoverwhelmed or frustrated.

Learning how to do this job correctly is an enorsigballenge; but it is possible and it is
an accomplishment of which you should be very ptrotidis manual has been designed
to assist you in entering, modifying and transfegroffender data within CIS and a few
other systems like WebLEDS, OJIN & e-Courts. Yadll fimd screen prints with

detailed directions and quick reference checktstselp ensure you complete a specific
task accurately and in its entirety.

This system is known by many different names; CISC400, AS400, DOC, ISIS, etc.
Just as there are different ways of referring t® slgstem, there are likewise a variety of
different ways to navigate within it. One metheda utilize the shortcuts found within
the Menu Bar at the top of the screen (found bgging F11); another is to select an
option from the Main Menu and pressing the “Entexy to make your way through the
screens one-by-one until you've reached the descezen. For the most part, this
manual uses the steps that appear within the Ma&nuM

As you now begin to navigate through the commuaityections and CIS worlds,

remember that you are not alone!! Here are some tips to keep in mind that may hel

you on your journey:

= Take a deep breath and remember that there isngogbu can do within the system
that cannot be undone!

» Read the screen and take your time; don’t rush wauk. Quality trumps quantity
here.

= Read this manual and use the quick reference deecidund within it.

= If you still can’t find the answer to your questjaontact a SOON Rep. You can find
one on the website:

http://www.oregon.gov/doc/CC/docs/pdf/soon_rep_ghalirectory.pdf

Good luck!
THANK YOU to the current, and previous, Manual Committee members for their ongoing
support and contributions that help make this manual possible.

2015 - 2016 M anual Committee

Angie Gustafson — Linn Co. Carolyn Knox — Linc&o. Diane Ballard — Jackson Co.

Amy Bailey — OISC Judy Bell — Benton Co. Ashlégrmon — Multnomah Co.
Margaret Hill — Crook Co. Terri Chandler — Je$ien Co. Robin Filbeck — Tillamook Co.
Shawna Harnden — Parole Board Tina Shippey — Coos Nicole Pauly — Multnomah

Co.Patty Gaskins — Douglas Co. Mindie Everett 4tfMaumah Co Patricia Shumway — Deschutes Co.

Your Name Could Be Here!!
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OPS CHAPTER 1 — Public Information

1.1  PUBLIC INFORMATION SCREEN
**No F11-4 etc. to do supervision fees, etc. Reminder that the F11 screens from
public information would NOT be public information.**

To search a name: Enter SID# or F4 on the Offender line if you do not know the
SID#, type in name you are searching, click on the name and open the public
information screen when looking for an offender BEFORE giving out any

information.
=i A - DOC400 =171 %]
File Edit Yiew Communication Actions Window Help
B B3 % A LA A =

O0PS5011 Corrections Information Systems (TEST) 9:44:43
MCCARTHY 0ffender Public Information 11/17/11

Offender.. 12345678 TEST, OFFENDER . Status. Probation
Location.. COMM Community Corrections 1 Cell

Record key.. 1773782 DOC cycles. 01-01-01

Age 78 DOB 1/02/1833 DNA Collection Required

Sex Male Race WHITE Field admission date.. 11/07/2011

Height 6 Hair BLACK Maximum custody date.. 05/06/2012 u

Weight 1801bs Eyes BROWN

Caseload 6020 MCCARTHY, CHAR

Supervision

Court Case Cnty ORS Abbrev Cls Type Begin Date Yrs-Mos-Days Term Date & Code)
12345678 MARI ELEC VIOLS CF PROB 11/07/2011 0GE-0B6-000 G

Bottom
F3=Exit F4=Prompt F5=Refresh FE=PTA Caseload F9=Retrieve
Flli=Menu bar F12=Cancel F17=A11 offenses

04/013

[ 1502 - Session successfulty started _______________________________///powecaronterz:
i#start| | O] tnbox - Microsoft Outlaok | |1 RE: Manual updates - Me... | B 08s 1 - ublic Informatio... |[@0 a-bocson [ wBo e B s
1. SID number, name, and supervision location

2. Current status of supervision

3. Basic physical description

4. Supervision begin and projected end dates / Discharge Date — “F” behind discharge

date signifies a “FIRM” parole release date. This is programming used in the
institution.

Supervising PO name and supervision risk level

Cases currently being supervised

o g

F17= All offenses: which includes expired offenses. ALL offenses are considered public
information.

OPS 1 — Public Information 1
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PUBLIC INFORMATION SCREEN — New Designator

This new designator went into effect in August of 2014 and is for offenders convicted in
Oregon who are serving their sentence in another state’s institution or are convicted in
another state who are serving their time in a Oregon institution.

****Please read the warning shown below and follow the directions carefully — tell the
requestor that you have no information regarding the offender.

WARNING!

Any information regarding this offender is confiden tial
and not to be disclosed, up to and including status in
our system. If you receive an inquiry regarding thi S
offender, inform the requestor you have no informat ion
regarding the offender.

*kkk WAR N I N G | *kk*k

Hit enter to get past this screen and it will take you to the public information screen. This
is what it looks like from here.

CPB5501I Corrections Information Systems 6:54:41
KENNEDYH Of fender Public Information g8/07/14

*% WARNINMNG!! CONFIDENTIAL OFFENDER INFORMATION - DO NOT PRINT OR SHARE!! *#%
Offender.. Offender Name Status. Inmate
Location.. Cell. Cell#

DOC cycles. 01-01-03

Lge 54 DOB 9/14/1359 DNE Collection Required
Sex Male Race WHITE Inst admission date... 01/16/2013
Height 5'09" Hair BLOWD Earliest release date. 11/06/237%8
Weight 1901bs Eyves BLUE
Caseload *DES IGIATOR>

Classification
Court Case Cnty CRS Bbbrev Cls Type Begin Date Yrs-Mos-Days Term Date & Code
27CRE80255/01 DOC MURDER UF I 11/05/1982 099-000-000

Bottom
F3=E=xit F4=Prompt FS5=Refresh F&=PTR Caseload F3=Retrieve
Fll=Menu bar Fl2=Cancel F17=Al11l offenses

OPS 1 — Public Information 2
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OPS CHAPTER 2
(STEPS TO ADMITTING OFFENDERS INTO CIS)

2.1 THINGS THAT ARE NOT ADMITTED TO CIS
* Bench Probation (Except Incoming Compact)
» City Ordinances
» Bench Parole

READ COURT ORDERS THOROUGHLY BEFORE ENTERING IN CIS TO MAKE
SURE THE OFFENDER WAS SENTENCED TO FORMAL PROBATION .

NOTE: Drug Court cases may be entered in CIS as Con ditional Discharge ORS
475.245 or Diversion ORS 137.533 or 135.881 per you r county as long as the
order/petition states that the offender is “on form al supervision”.

2.2 OFFENDER ADMISSION

NOTE: When offenders receive a new conviction atth e same time as supervision
expires there needs to be one day between case clos ure and date of conviction to
constitute a new cycle of supervision. If new conv iction occurs on the same date
as supervision expiration it would be the same cycl e.

Step 1- Before Admitting:
* Run OJIN/eCourt/WEBLEDS to check for offender SID# and to retrieve further
information on offender.
*  From the Main Menu, go to Admission screen by entering the corresponding menu
number on the on the selection line, press enter. This will bring up the ‘Community
Corrections Admission’ screen.

CC Support Menu Admissions Selection example

CCSUPPORT Corrections Information Systems (TEST) 8:49:14
MCCARTHY CC Support Menu 9/01/05
Select one of the following:

1. Offender Information 1
2. LEDS '

3. Admissions 1

4. CC Release Process H

5. CC Court Orders Process H

6. CC Support Data Entry/Update |

7. CC EPR Process H

8. CC Abscond Return Process |

9. CC Transfer Process 1

10. CC Change Primary Caseload |
1

1
11. W/W Risk Assessments H
12. W/W Sex Offender Assessments |
More...

Selection: Job:

F3=Exit F4=Prompt F10=Move totop F11=Menubar F12=Previous menu

OPS 2 - Steps to Admitting Offenders 2-1
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» Check to make sure offender is not already in CIS by either the name search method or
SID # entry method.

o Name Search Method: press F4=Prompt on the ‘offender’ field, this will bring up
the ‘Offender Name Search’ screen. On the ‘position to’ field, type the offender’s
name as shown on Court Order (last first then middle — don’t use a comma
between the last and first name ), press enter. This will take you to the section of
the name search where your offender could possibly be listed, although you may
need to page up or down. Check the identifying data, i.e. Name; DOB; and SID# to
see if it matches with your offender. If there is not a match, press F12=Cancel and
then go to step 2a. If there is a match, go to step 2b.

o SID Entry Method: enter SID# of offender on ‘offender’ field, press enter. You
should get a message at bottom of screen “Offender Not Found. Check ID Number.
Use ‘F6=New admission’ for Offenders new to OPS.” go to step 2a. If a match is
found, go to step 2b.

Name Search Method Example

OPS225I Corrections Information Systems (TEST) 10:12:10
MCCARTHY Community Corrections Admission 9/02/05
Offender..............

: ............................. OffenderName Search ............ :

: Positionto . . . TEST OFFENDER EUGENE Loc: *ALL

: Name Birthdate SID# Case Loc Status/Cell :

:TEST M 03/26/1984 13861307 00410 EOCI Inmate(A316A ) :

: TEST, OFFEND CHANIEL  C 07/30/1981 13904807 0850 JEFF Discharge

: TEST, THOMAS EUGENE ~ C 03/20/1981 14838795 3810 TILL Discharge

: TEST, XSASHA CHANIEL A 07/30/1981 13904807 0850 JEFF Discharge :

: TEST-JACQUEZ, JUAN M A 09/25/1983 12966261 01409 CCCF Inmate (B226B ) :

: TEST-JACUEZ, JUAN MAUR A 09/25/1983 12966261 01409 CCCF Inmate (B226B ) :
: More... :

: FA=Prompt F12=Cancel F16-View description

: Copy PSI data from.... SIDNO

F3=Exit F4=Prompt F5=Refresh F6=New admission
F7=Current date/time F9=Retrieve F11=Menu bar F12=Cancel

SID Search Method Example

OPS225I Corrections Information Systems (TEST) 9:28:41
MCCARTHY Community Corrections Admission 9/01/05
Offender.............. 1234567

DOB......ocvereene

Current status........
Last location.........
Release date/time.....
Supervision level.....
Admission to location.
Admission date/time...
Caseload..............

Post admission status.

Step 2a- Offender not in CIS system:
* At the ‘Community Corrections Admission’ screen, press F6=New Admission, this will
bring up the ‘Community Corrections New Intake — ‘New Offender Data’ screen. Go to
Step 3.

OPS 2 - Steps to Admitting Offenders 2-2
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Offender not in CIS example (F6=New Admissions)

OPS226I Corrections Information Systems (TEST) 10:19:02
MCCARTHY COMMUNITY CORRECTIONS NEW INTAKE 9/02/05
*NEW OFFENDER DATA**
** Note: Use only for offenders not currently enrolled in OP System. **

ID number...........

Last name...........

First/middleftitle..

DOB......ccceeenee SEX: Race: __
Admit to location... MTDC

Date/Time...........

From county/state...

Caseload............

Admission status.... PR Note: Diversion Offenders enter as DV = Diversion

LC conviction county
LC supv status code.
Search PSl data..... Y
Copy PSI data from.. o SIDNO

F3=Exit = F4=Prompt F5=Refresh F7=Current date/time
F9=Retrieve F11=Menu bar F12=Cancel

Step 2b- Admitting offender found in CIS system:
» Put cursor on offender and press enter.
* This will take you to the ‘Community Corrections Admission’ screen.

o Fillin Admission to Location, Admission date/time, Caseload, Adm from
State/County, and Post Admission Status (P=Probation, CD=Prob/Conditional
Discharge, DV=Probation Diversion) fields.

0 Press enter to process, you will get message ‘Field admission processed.’

0 Press enter to get to next screen ‘Offender Names’ screen follow steps 4 through
15 below.

Offender in CIS example (Community Corrections Admi  ssion)

OPS225I Corrections Information Systems (TEST) 14:38:31
MCCARTHY Community Corrections Admission 9/07/05
Offender.............. 1234567 TEST, OFFENDER EUGENE

DOB......ccceeeee 3/20/1981

Current status........ Probation

Last location......... TILL

Release date/time.....
Supervision level..... MED

Admission to location. TILL Tillamook County Community Corrections
Admission date/time... 9072005 1437
Caseload.............. 3810 DIANE WALLING

Post admission status.

LC conviction county..

LC supv status code...

Copy PSI data from.... SIDNO 00000000

F3=Exit F4=Prompt F5=Refresh F6=New admission
F7=Current date/time F9=Retrieve F11=Menu bar F12=Cancel
Field admission processed.

OPS 2 - Steps to Admitting Offenders 2-3
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Step 3- Admitting offender not in CIS System:

* On ‘Community Corrections New Intake’ screen fill in all pertinent information, i.e. enter
SID # (same as ID number) (if no SID # tab to name field — computer will generate block
# when you press enter), Last Name, First/middle/title, DOB, Date/Time (Admission
date/time), from county/state; and caseload, press enter.

» This will take you to the ‘PSI Offender Name Search’ screen, check for available PSI
information.

» If there is PSI information, put cursor on offender’s name and press enter.

* You will get the message “PSI data will be copied. Enter to copy and admit.” Press enter
to admit.

PSI Search example

OPS226l Corrections Information Systems (TEST) 10:19:02
MCCARTHY COMMUNITY CORRECTIONS NEW INTAKE 9/02/05
*NEW OFFENDER DATA**
** Note: Use only for offenders not currently enrolled in OP System. **

ID number........... 1234567

PSI Offender Name Search

Positionto . . . Loc: *ALL :
: Name Birthdate PSI# SID# Loc PSI Date :
: TEST, GARY PAUL 06/22/1956 51050200 LINC 09/09/1988

: TEST, 07/11/1952 51552900 MALH 07/28/1989 :

: TESTS, CLARA ANN 00/00/0000 51825200 MARI 02/09/1989 :

: TESTER, DONOVAN GALVEZ  00/00/0000 23024500 LANE 09/09/1986
: TESTER, DONOVAN GALVEZ  12/03/1966 23024501 LANE 02/29/1988
: TESTEE, Reynoldo Diaz 00/00/0000 50212300 0 MTDC 05/01/1987 :

: More... :

: F12=Cancel F16-View description Position and press enter to select.

F3=Exit F4=Prompt F5=Refresh F7=Current date/time
F9=Retrieve F11=Menu bar F12=Cancel

PSI Copy example

OPS226I Corrections Information Systems (TEST) 10:23:44

MCCARTHY COMMUNITY CORRECTIONS NEW INTAKE 9/02/05
*NEW OFFENDER DATA**
** Note: Use only for offenders not currently enrolled in OP System. **

ID number........... 1234567

Last name........... TEST

First/middleftitle.. OFFENDER EUGENE
DOB.......cccvenen. 6221956

Admit to location... COMM

Date/Time........... 9022005 1019

From county/state... LINC

Caseload............ 6010

Admission status.... PR Note: Diversion Offenders enter as DV = Diversion
Compact offender.... N Compact Offenders ONLY enter as PA = Parole
LC conviction county

LC supv status code.

Search PSl data..... N

Copy PSI data from.. 510502  SIDNO 1234567 TEST, OFFENDER EUGENE
F3=Exit = F4=Prompt F5=Refresh F7=Current date/time

F9=Retrieve F11=Menu bar F12=Cancel

PSI data will be copied. Enter to copy and admit.
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» This will take you to the ‘CIS Offender Name Search’ screen, since you have already
checked to make sure offender is not in CIS system, press enter to return to the
‘Community Corrections Admission’ screen and you will get the message ‘Field

Admission Processed'.

» Press enter again to go to the ‘Offender Names’ screen.

Admission message example

OPS225I Corrections Information Systems (TEST) 10:42:55
MCCARTHY Community Corrections Admission 9/02/05
Offender.............. 1234567 TEST, OFFENDER EUGENE
DOB......ccceeeee 6/22/1956

Current status........
Last location.........
Release date/time.....
Supervision level.....

Admission to location.

Admission date/time...

Caseload..............

Post admission status.

LC conviction county..

LC supv status code...

Copy PSI data from.... SIDNO 00000000

F3=Exit F4=Prompt F5=Refresh F6=New admission

F7=Current date/time F9=Retrieve F11=Menu bar F12=Cancel

Field admission processed

Step 4 - ‘Offender Names’ screen:

» Enter all names the offender uses one at a time by entering the information in the
required fields, i.e. Last Name, First, Middle, Title, and Type.
» Use F4=Prompt for examples of allowable titles and types.

* Press enter to process each name.

* You will receive the message “record added”.
* Press enter to the next screen ‘Offender Residential Addresses’.

NOTE: When offender comes back under supervisiono  n a new cycle and the
convicted name is not the same as the previous cycl e, change the name to the
new convicted name on the ‘Offender Names’ screen p  er below.

Changing Court Name Process

* Enter new Court Order name using ‘X’ as the ‘type’.
» Press enter; you will get message ‘record added.’
» Press F7=change, enter the sequence number of the new Court name and tab to the ‘X’

and change to ‘C'.

* Press enter; this will change the current Court name to the new Court name. The old
Court name will be listed with an ‘X’ so you know the offender had a previous Court

name.

OPS 2 - Steps to Admitting Offenders
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‘Offender Name’ screen example

OPS212] Corrections Information Systems (TEST) 11:24:42

MCCARTHY Offender Names 9/02/05
CREATE

Offender: 1234567 TEST, OFFENDER EUGENE

Status: Probation LINC Lincoln County Community Corrections

00 TEST OFFENDER MANUEL JR T

Seq Last Name First Middle Title Type

01 TEST OFFENDER EUGENE C

02 TEST OFFENDER PAUL A

03 TEST OFFENDER M X

04 TESTER OFFENDER MANUEL A

Bottom

F3=Exit F4=Prompt F5=Refresh F6=Add F7=Change F9=Retrieve
F10=Print F11=Menu bar F12=Cancel Fl14=Delete
CABRIEL GUYM record added.

Step 5 — ‘Offender Residential Addresses’ screen:
* Fill in address information in required fields.
* Press enter to process.
* You will receive the message “Address record added”.
« If mailing address is different from physical address, use ‘F15=mailing address’.
» Press enter to go to the next screen, ‘Offender Description’.

‘Offender Residential Addresses’ screen example

OPS213lI Corrections Information Systems (TEST) 11:33:22
MCCARTHY Offender Residential Addresses 9/02/05
CREATE
Offender: 1234567 TEST, OFFENDER EUGENE
Status: Probation LINC Lincoln County Community Corrections
00 1234 OCEAN BAY LOOP
City: LINCOLN State/Zip: OR 97454 - 0000
County: LINC Update mailing? Y Effective: 9/ 02/2005 HmPh: 000)000-0000
Seq Address1 Address2
City St Zip County Effective Date
01 1234 OCEAN BAY LOOP
LINCOLN OR 97454 0000 LINC 9/02/2005
Bottom

F3=Exit F4=Prompt F6=Add F7=Change F9=Retrieve F10=Print
F11=Menu bar F12=Cancel Fl14=Delete F15=Mailing address
ADDRESS record added. +

Step 6 — ‘Offender Description’ screen:

* Fillin required fields, i.e. Sex/Race; Hair/Eyes; Height; Weight; Social Security Number;
FBI Number; Drivers License No., St, Yr.

e Other fields fill in per your county’s policy.

* Press enter to process.

* You will receive the message “Description record added”.

* Press enter to go to the next screen ‘Offenders Scars/Marks/Tattoos’.

NOTE: Do not use dashes in social security number; computer will generate the SSN

dashes and if the offender’s driver’s license is su spended then enter ‘1900’ in year

field. If offender has DMV identification, enteri  n ‘Drivers License No’ fields.
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‘Offender Description’ screen example

OPS211l Corrections Information Systems (TEST) 11:45:30

MCCARTHY Offender Description 9/02/05
CHANGE

Offender: 1234567 TEST, OFFENDER EUGENE

Birthdate........... 6/22/1956

Sex/Race............ MW

Hair/Eyes........... BLK BRO

Height.............. 5ft 7in

Weight.............. 145 Ibs

Social security No.. 111-22-5555

SIS Permission/Date. PRISM Permission/Date. _12/12/2005

FBI Number.......... ik kekekokok California ID.......

Drivers license NO.. ***kkik St OR Yr 2006

Handicap............ NONE

Birthplace.......... XX UNKNOWN

Citizenship......... XX UNKNOWN

Primary language....

SSN verified........ by on

F3=Exit F4=Prompt F5=Refresh

F9=Retrieve F11=Menu bar F12=Cancel

Description record added. +

Step 7 — ‘Offenders Scars/Marks/Tattoos’ screen
* Enter all scars/marks/tattoos one at a time on required fields.
* Use F4=Prompt to view allowable Scars/Marks/Tattoos. These are compatible with
LEDS entry for EPR’s.
* Press enter to process.
* You will get a message “record added”.
» Press enter to go to next screen ‘Offender Other Numbers'.

‘Offenders Scars/Marks/Tattoos’ screen example

OPS214l Corrections Information Systems (TEST) 11:54:45
MCCARTHY Offender Scars/Marks/Tattoos 9/02/05
CREATE

Offender: 1234567 TEST, OFFENDER EUGENE
Status: Probation LINC Lincoln County Community Corrections

00 TAT UL ARM

Seq Code Table Description Additional Description
01 TAT RF ARM FOREARM, RIGHT

02 SC RF ARM FOREARM, RIGHT

03 TAT R ARM ARM, RIGHT, NONSPECIFIC

Bottom
F3=Exit F4=Prompt F6=Add F7=Change F9=Retrieve F10=Print
F11=Menu bar F12=Cancel F14=Delete

TAT R ARM record added.

Step 8 — ‘Offender Other Numbers’ screen:
» Enter any other numbers the offender uses, i.e. DOB; SSN; institution; driver’s license,
other State’s SID #, etc.
* Use F4=Prompt to view ‘Type’ abbreviations.
» Press enter to process each number separately.
* You will get a message “record added”.
» Press enter to go to next screen ‘Work With Offenses’.
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‘Offender Other Numbers’ screen example

OPS215I Corrections Information Systems (TEST) 12:00:50
MCCARTHY Offender Other Numbers 9/02/05
CREATE

Offender: 1234567 TEST, OFFENDER EUGENE
Status: Probation LINC Lincoln County Community Corrections

46620 IN# current institution  #
Seq Other Numbers Type Additional Description
01 000000000 SSN
02 13622 IN# old institution number
Bottom
F3=Exit F4=Prompt F6=Add F7=Change F9=Retrieve F10=Print
F11=Menu bar F12=Cancel Fl4=Delete

13622 record added.

Step 9— ‘Work With Offenses’ screen:
* Press ‘F6=Add Docket’
» F6 takes you to ‘New Docket, Offense and Sentence’ screen.

‘Work With Offenses’ screen example

OPS230I Corrections Information Systems (TEST) 12:51:24
MCCARTHY Work with Offenses 9/07/05
Offender: 1234567 Test, Offender Eugene Record key:
Status: Probation LINC Lincoln County Community Corre

OISC migr date...
Enter option... Custody cycle.... 1

2=Change 3=Copy offense 4=Delete 5=Display

7=Add sentence 8=Conditions 9=Custody units 17=Add LC

OFF# DOCKET CNTY ORS ABBREV ORS NUMBER SG SANC SGDO
CS Type Begin date Length Max date ~ Term date Code

Bottom
F3=Exit F6=Add docket F7=Facesheet F8=Notes F10=Print Options
F11=Menu bar F12=Cancel F1l4=Recalculate F20=Add Local F24=More keys...
Status does not match offenses. Correct offenses or F13=change status.  +
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Step 10- ‘New Docket, Offense and Sentence’ screen:  Adding an Offense

(0]

(0]
(0]

o OO O0OO0Oo o

Oo0oOo0o

(0]

Fill In all fields below:

Docket #/case # (a total of 14 numbers only including /count number) from Court Order
(specify counts by using “/01, etc.”, count #'s should match Court Order);

County of conviction;

Sanction status — read the court order very carefully to determine sanction status, use F4 to
determine proper entry, know your court’s policy on misdemeanor sanctions. At this time
there will only be three options: (1) use SANC when court allows sanctions as does your
county office, (2) use PSSR when court does not allow sanctions, (3) leave blank — ONLY — if
your court allows sanctions but your office policy does not (example: XYZ County Community
Corrections requires all misdemeanors violations to be reported to the court even though the
court would allow structured sanctions to be imposed);

ORS # - taken from ORS table ‘F4=prompt’. If ORS is not listed in table, please refer to OPS
Chapter 13.4. (If offense is solicitation or conspiracy, enter appropriate ORS # in the first
ORS field this will trigger the requirement to enter a corresponding “C or S” in the ‘inchoate’
field, in the second ORS # field fill in the underlying crime.);

Sentencing guidelines Y’ (felonies committed after 11/1/89) or ‘N’ (misdemeanors);
Felony=misdemeanor ‘N’ (normal sentence), ‘Y’ (felony treated as misdemeanor — FMP).
These are the only two codes that should be used at the time an offense is added. Two other
codes available are ‘C’ (felony is misdemeanor at completion of supervision-MFP) and should
ONLY be used after body closure; and ‘E’ (when misdemeanor status is earned during
course of probation). DO NOT ENTER the ‘C’ code or ‘E’ code at the beginning during
admissions! (Refer to Felony Convictions with Misdemeanor Treatment in OPS Chapter
12.10 for detailed information);

CSS &CHS (Felonies only & Grid score taken from Court Order.);

Supervising Judge’s name (last name);

Dispositional depart (Felonies only & Taken from Court Order) = “N” (None), “U” (Upward),
“D” (Downward), “O” (Optional Probation- only for grid scores 8-G, 8-H, or 8-1). Clarify with
PO, Court or DA if departure information is unclear;

Durational depart (Felonies only & Taken from Court Order) = “N” (None), “U” (Upward), “D”
(Downward). Clarify with PO, Court or DA if departure information is unclear;

Defense counsel;

District attorney;

DA #,

Crime date (taken from Court Order or OJIN);

M57 Eligible __ M57 Convicted___, this is a specific finding that the court makes and you will
only enter a “Y” or “N” (for yes or no) in the appropriate field if the court has made that finding.
If you do not see this on the order leave the fields blank.

Arrest date — enter if available, okay to leave blank;

Conviction date (from the order). Usually conviction date is the date of the sentencing order;
rarely an offender is convicted on one date and sentencing is held over pending a PSI.
NOTE: Conditional Discharge and Diversion - CIS wil | not allow a conviction date.
Sentence type (P = probation; D = diversion; C = conditional discharge);

Begin date (same as conviction/sentence/proceeding date);

Length of sentence is entered as shown on the court order (days, months, or years)

Press enter. You will get the message ‘Docket, offense, and sentence added'.

Press enter again to take you back to “Work with Offenses” screen.

NOTE: If sentences are merged go to the sentence | ine of the offense to be
merged, put a ‘2=change’, press enter. Tab downto  the merged to line and enter
the offense number that this offense is being merge d with.
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‘New Docket, Offense and Sentence’ screen example

OPS263I Corrections Information Systems (TEST) 13:02:15
MCCARTHY New Docket, Offense and Sentence 9/07/05
CHANGE

Offender.... 1234567 TEST, OFFENDER EUGENE
Status...... Probation LINC

Docket#............. 881132/01 County.. ............ LINC
Offense number...... 1 Sanction status..... SANC
ORS number.......... 162205 FAIL AP | CF

Sent guide (Y/N)...Y
Felony=Misdemeanor.. N

Inchoate/ORS........

Crime seriousness... 8 Criminal history.... |
Sentencing judge.... LITTLEHALES Dispositional.....O
Defense counsel..... GRECO Durational depart.... N
District attorney... WRIGHT D Acase number...... 123456
Crime date.......... 9201988 M57 Eligibl e __ M57 Convicted...___
Arrest date.........

Convicted Date ...... 10261988

Sentence type....... P Life (L)..... Begin date.......... 10261988

Length (ymd)........ 5- 0-0 Compact begin date..

F3=Exit F4=Prompt F5=Refresh F6=Sentence detail F11=Menu bar
F12=Cancel

Docket, offense, and sentence added.

‘New Docket, Offense and Sentence’ screen inchoate example

OPS263I Corrections Information Systems (TEST) 13:08:41
MCCARTHY New Docket, Offense and Sentence 9/07/05
CHANGE

Offender.... 1234567 TEST, OFFENDER EUGENE
Status...... Probation LINC

Docket#............. 900982/02 County.............. LINC
Offense number...... 2 Sanction status..... SANC
ORS number.......... 161450 03 CONSP CF CF CRIM INAL CONSPIRACY C FELONY

Sent guide (Y/N)...Y
Felony=Misdemeanor.. N
Inchoate/ORS........ C 811.182 03 DRIV S/R F DRI VE SUSPENDED/REVOKED FELO

Crime seriousness... 1 Criminal history.... H
Sentencing judge.... LITTLEHALES Dispositional depart....N
Defense counsel..... GRECO Durational depart........ U
District attorney... WRIGHT DA case number...... 567891
Crime date.......... 6011990 M57 Eligible ...__ M57 Convicted..._

Arrest date.........

Convicted date......

Sentence type....... P Life (L)..... Begin date.......... 6181990
Length (ymd)........ 5- 0-0 Compact begin date..

F3=Exit F4=Prompt F5=Refresh F6=Sentence detail F11=Menu bar
F12=Cancel
Docket, offense, and sentence added.

Step 11 - ‘Work With Conditions’ screen:
» Put an 8 on first line of offense next to docket # (8=Conditions)
* Press enter.
e This will bring you to the “Work with Conditions” screen.

OPS 2 - Steps to Admitting Offenders 2-10
Revised: 1/19/2016




Offender Profile System (OPS) Training Manual

How to get to ‘Work With Conditions’ screen example

OPS230I Corrections Information Systems (TEST) 13:32:01
MCCARTHY Work with Offenses 9/07/05
Offender: 1234567 Test, Offender Eugene Record key:

Status: Probation

LINC Lincoln County Community Corre

DNA Collection Required

Enter option...
2=Change

7=Add sentence 8=Conditions
OFF# DOCKET

CS Type

_ 01 881132/01 LINC

00 P FPR

302 900982/02 LINC

00 P FPR

OISC migr date...

Custody cycle.... 1

3=Copy offense 4=Delete 5=Display
9=Custody units 17=Add LC

CNTY ORS ABBREV ORS NUMBER SG SANC SGDO

Begin date Length
FAILAP 1 162.205 N N

Max date ~ Term date Code

10/26/1988 005-000-000 10/25/1993

CONSP CF  161.45003 Y Y

DRIVS/RF 811.182 03
06/18/1990 005-000-000 06/17/1995

Bottom

F3=Exit F6=Add docket F7=Facesheet F8=Notes F10=Print Options

F11=Menu bar F12=Cancel

Fl4=Recalculate F20=Add Local F24=More keys...

‘Work With Conditions’ screen example

OPS208I Corrections Information Systems (TEST) 13:48:21
MCCARTHY Work With Conditions 9/07/05
Offender.......... 1234567  TEST, OFFENDER EUGENE

Status............ Probation  LINC Lincoln County Community Corrections

Court case number. 900982/02

Enter option...

LINC Judge....... LITTLEHALES

2=Change 4=Delete 5=Display 8=Payment Entry

Opt Code

No records found

Type

Description

Trk Txt Compl

F3=Exit F4=Prompt F5=Refresh F11=Menu bar F12=Cancel F13=Repeat

F17=Add conditions

F18=Expired conditions

* Press “F17 (Shift F5) =add conditions”
» Puta 1 beside each special condition that is listed on Court Order (page down to go to
next condition screen). NOTE: No need to enter general conditions.
* Press Enter
* Press “F17 (Shift F5) =selected conditions” to see list of chosen conditions.
* Put a2 (2=Change) beside each condition that needs text added, money amounts,
hours or days (taken from Court Order) or a monthly amount, if applicable.
All financial obligations except restitution/compensatory fines and
supervision/probation fees are added together under the COFO condition.
REST, SC7, CMPF, and CSWK conditions require entry of an amount or being
marked as “N” Trackable
= SPECIAL NOTE: Outcome Measure conditions REST, SC7, CMPF, and
CSWK should NEVER be changed to Trackable N, unless one of the
following occurs:

(0]

(0]

Multiple counts and you are only tracking the condition on one
count;

Multiple dockets (Parole/Post Prison Orders) and you are only
tracking condition on one count;

Court ordered condition, but no amount ordered;

When Court or Board converts entire amount ordered prior to
completion of any portion of the condition (see FAQ’s in OPS 18).
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» Check Court Order/County Policy for Supervision Fee Amount (refer to Supervision Fee
Manual) for Steps to Updating the Supervision Fee Amount instructions and Waiver, if

applicable.
» Press enter to go you back to “Work with Offenses” screen.

» Press enter until you get to the ‘Offender Print’ screen or press F10 from “Work with

Offenses” screen.

‘Work With Conditions’ screen condition selection e xample

OPS208I Corrections Information Systems (TEST) 13:54:44
MCCARTHY Work With Conditions 9/07/05
Offender.......... 1234567  TEST, OFFENDER EUGENE

Status............ Probation  LINC Lincoln County Community Corrections

Court case number. 900982/02  LINC Judge....... LITTLEHALES

Enter option... Position to Seg#.....
1=Select
Opt Code Seq Type Description Trk
1 NOEA 200 PROBATION NO ENTRY ALCOHOL SOLD N
ANTA 205 PROBATION ANTABUSE N

NAAA 205 PROBATION NARCOTICS ANONYMOUS OR AA N
1 NDRG 205 PROBATION NO DRUGS/DRUG PARAPHERNAL-GC02 N

NOAD 205 PROBATION NO ASSN W/DRUG USERS N
NOED 205 PROBATION NO ENTRY DRUGS KEPT/SOLD N
1 URIN 205 PROBATION URINALYSIS (GCO03) N

ADCO 210 PROBATION ALCOHOL/DRUG EVAL/TREAT-GC04 N
ALTX 210 PROBATION ALCOHOL EVAL/COUNSELING-GC04 N
ANGR 210 PROBATION ANGER CONTROL COUNSELING N
More...
F3=Exit F4=Prompt F5=Refresh F11=Menu bar F12=Cancel F13=Repeat
F17=Selected conditions F18=Expired conditions

‘Work With Conditions’ screen condition text change example

OPS208I Corrections Information Systems (TEST) 13:59:38
MCCARTHY Work With Conditions 9/07/05

Offender.......... 1234567  TEST, OFFENDER EUGENE
Status............ Probation  LINC Lincoln County Community Corrections
Court case number. 900982/02  LINC Judge....... LITTLEHALES

Enter option...
2=Change 4=Delete 5=Display 8=Payment Entry

Opt Code Type Description Trk Txt Compl

2 COFO PROBATION COURT ORDERD FINANCE OBL -GCO01 Y
DLSP PROBATION DRIVERS LICENSE SUSP/REVK N
NALC PROBATION NO ALCOHOL N
NDRG PROBATION NO DRUGS/DRUG PARAPHERNAL-GC02 N
NOEA PROBATION NO ENTRY ALCOHOL SOLD N
NOWP PROBATION NO WEAPONS POSSESSION N
SRCH PROBATION SEARCH CLAUSE N
SUPV PROBATION SUPERVISION FEES (GCO01) N
URIN PROBATION URINALYSIS (GCO03) N

Bottom

F3=Exit F4=Prompt F5=Refresh F11=Menu bar F12=Cancel F13=Repeat
F16=Review/copy all conditions F17=Add conditions  F18=Expired conditions

Step 12 — ‘Offender Print’ screen:
e Put a5 on option line.
e Press enter.
e This will print a kardex.
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‘Offender Print’ screen example

OPS511l1 Corrections Information Systems (TEST) 14:07:26
MCCARTHY Offender Print 9/07/05

Offender: 1234567 TEST, OFFENDER EUGENE
Status: Probation LINC Lincoln County Community Corrections

Facesheet - with detainers and notifiers
Facesheet - display

Facesheet

Facesheet - with detainers

POWNPE

Kardex - print
Kardex - display
Movement history (ISU only)

Noo

8. Facesheet - log
9. Facesheet - work with

10. Print Offenses & Sentences
Option: 5

F3=Exit F9=Retrieve F11=Menu Bar F12=Cancel
Enter desired option = 1 to 10

Step 13 — Go to WebLEDS (refer to EPR Steps) to ent er EPR.

NOTE: EPR CAN ONLY BE ENTERED IF OFFENDER HAS SID #. IF NO SID #, PUT
A NOTE ON FILE FOR PO TO FINGERPRINT OFFENDER TO OB TAIN SID #, OR
PER YOUR COUNTY POLICY.

Step 14 - Label:
» Type label with case type (i.e. FPR, MPR, DV, CD) offender’'s name, SID # and
expiration date as shown below or per your county policy. FPR & CD — PINK; MPR &
FMP — YELLOW.

Label Example:

FPR LAST NAME, First Ml
SID #
Exp: 02/03/27
Step 15 — File:

» Prepare file accordingly per your county policy.
* Putin appropriate PO’s mailbox.

OPS 2 - Steps to Admitting Offenders 2-13
Revised: 1/19/2016




Offender Profile System (OPS) Training Manual

2.3 COMPACT ADMISSION - REFER TO OPS CHAPTER 3

» Cases with previous discharge status or New Compact Case, refer to OPS CHAPTER 3
‘Entering Compact Reporting Instructions and Compact Investigation Request’ section of
this manual.

24 LOCAL CONTROL ADMISSION
* Refer to OPS Chapter 15

2.5 ADMITTING PAROLE/POST-PRISON/LEAVE/SECOND
LOOK/SEXUAL VIOLENT DANGEROUS OFFENDERS (ORS
144.635B) CASES FROM AN INSTITUTION

NOTE: All offenders released from prison to your lo cation, should be admitted to
your location whether or not they have physically r eported to your location.

Step 1- In the ‘Community Corrections Admission’ sc reen:

» Type SID # on “Offender line”, press enter. The “Current Status” line will show
Admission Pending.

» Admission to Location is auto filled with your location.

» Tab to ‘Admission Date/Time’ field, fill in date and time of admission (take from release
date and time. Release and admit time/date should match exactly).

e Tabto Caseload (PO #), enter caseload # and press enter.

* You will get the message ‘admission from institution processed.’

‘Community Corrections Admission’ screen- Admission Pending example
OPS225I Corrections Information Systems (TEST) 9:03:00

MCCARTHY Community Corrections Admission 9/08/05

Offender.............. 1234567 TEST, OFFENDER RUSSELL

DOB......covveeine 3/20/1958

Current status........ Admission Pending

‘Community Corrections Admission’ screen - Entry ex ample

OPS225I Corrections Information Systems (TEST) 9:05:24
MCCARTHY Community Corrections Admission 9/08/05
Offender.............. 1234567 TEST, OFFENDER RUSSELL
DOB......coveee 3/20/1958

Current status........ Post Prison

Last location......... CRCI

Release date/time.....
Supervision level..... HI

Admission to location. MTNO Multnomah North Office
Admission date/time... 8262004 906
Caseload.............. 3484 GOSS, RICHIE

Post admission status.

LC conviction county..

LC supv status code...

Copy PSI data from.... SIDNO 00000000

F3=Exit F4=Prompt F5=Refresh F6=New admission

Step 2- Admissions Screen Series:
* Press enter to move from one screen to the next updating all pertinent information until
you come to the ‘Work with Offenses’ screen. (See OPS 2.2 Steps 4-8)
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Step 3-Adding PPS “O” line from ‘Work With Offenses ' screen:
NOTES: Read before adding “O” lines.

o Parole/Leave (STTL & AlP)/second look (FPA/FLV/FSL) crimes and
sentences will already be entered, so do not add ‘O ' line at this time. When
leave sentences are complete refer to OPS Chapter 7 .4 Transferring from
Leave (AIP, Transitional, or STTL) Status to Post-P  rison Status.

o If Offender served local sentences in the instituti on, DO NOT close L line to
POST while on Transitional Leave status.

o Ifthereis an “I” line(s) closed to POST, but not PPS ordered, email OISC to
resolve (TPS and PTA lead worker group email in OIS  C section of CC
directory). OISC may need to close line(s) to expir  e.

» Check offenses with parole/post-prison/leave order/second look.

» Post-prison “O” line (FPO sentence) will be entered after the institution has closed the “I”
line POST.

* Toadd “O” line, put a ‘7=add sentence’ on appropriate offense line (matching docket #'s
from PPS Order), press enter, this will take you to the ‘Sentence Data’ screen.

* Put an “O” (not zero) on the “Sentence Type” line, fill in begin date (this is the same as
release date taken from PPS order), fill in sentence length taken from PPS order, press
enter, you will get the message ‘record updated’.

» If the Max sent date does not match the PPS order expiration date by one or two days,
adjust Length (ymd) to match order. If Max sent date is more than two days off, contact
the Board.

* Press enter again to return to “Work with Offenses” screen.

Adding O Line Example: 7=add sentence

OPS230I Corrections Information Systems (TEST) 9:08:18
MCCARTHY Work with Offenses 9/08/05

Offender: 1234567 Test, Offender Russell Record key:
Status: PostPrison MTNO Multnomah North Office
DNA Collection Required OISC migr date...
Enter option... Custody cycle.... 4
2=Change 3=Copy offense 4=Delete 5=Display
7=Add sentence 8=Conditions 9=Custody units 17=Add LC
OFF# DOCKET CNTY ORS ABBREV ORS NUMBER SG SANC SGDO
CS Type Begin date Length Max date  Term date Code
7 01 021237686/01 MULT BURG | 164.225 Y Y
00 IF 03/26/2003 000-020-000 08/26/2004 08/26/2004 POST

Adding O line Example: Sentence type ‘O’

OPS235I Corrections Information Systems (TEST) 9:19:39

MCCARTHY Sentence Data 9/08/05
CHANGE

Offender............ 1234567 TEST, OFFENDER RUSSELL

Status.............. PostPrison  MTNO

Offense/Sentence.... 01 002 Court Case.......... 021237686/01

Sentencing Guid..... Y County.............. MULT

ORS.....cccveenee. 164.225 BURG | AF BURGLARY I

Sent type........... (0]

Begin date.......... 8/26/2004

Compact begin dt....

Length (ymd)........ 0-36- 0 Life (L).eeenee..

Inop days........... Inop days (FA=W/W)..

CS1t0.eveeeane MRG to..............

Time served.........

Tent paro disc date.

Termination date.... Max sent date....... 8/25/2007

Termination code.... Max indet sent date. 3/26/2023

F3=Exit F4=Prompt F5=Refresh F11=Menu bar F12=Cancel
002 record updated.
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Step 4- ‘Work With Conditions’ screen
» Put an 8 on first line of offense next to docket # (8=Conditions).
* Press enter this will take you to the “Work with Conditions” screen.

How to get to ‘Work with Conditions’ screen example

OPS230I Corrections Information Systems (TEST) 9:21:31
MCCARTHY Work with Offenses 9/08/05

Offender: 1234567 Test, Offender Russell Record key:
Status: PostPrison MTNO Multnomah North Office
DNA Collection Required OISC migr date...

Enter option... Custody cycle.... 4

2=Change 3=Copy offense 4=Delete 5=Display

7=Add sentence 8=Conditions 9=Custody units 17=Add LC

OFF# DOCKET CNTY ORS ABBREV ORS NUMBER SG SANC SGDO
CS Type Begin date Length Max date  Term date Code

8 01 021237686/01 MULT BURG | 164.225 Y Y
00 IF 03/26/2003 000-020-000 08/26/2004 08/26/2004 POST
00 OFPO 08/26/2004 000-036-000 08/25/2007

* Press “F17=add conditions”(Shift F5).

* Put a 1(1=Select) on the option line beside each condition that is listed on order.

* Press enter.
NOTE: Don't forget to also select the supervision fee condition. If Compensatory
Fine is listed on PPS order under SC10, use the pro  bation condition of
compensatory fine.

‘Work With Conditions’ screen selection example

OPS208I Corrections Information Systems (TEST) 9:28:22
MCCARTHY Work With Conditions 9/08/05
Offender.......... 1234567 TEST, OFFENDER RUSSELL
Status............ PostPrison  MTNO Multnomah North Office
Court case number. 021237686/01 MULT Judge....... ROSENBLUM
Enter option... Position to Seg#.....

1=Select
Opt Code Seq Type Description Trk

1 SC1 50 PARO/POST SUBMIT TO Mental Health Eval N
SC2 50 PARO/POST Psych Medication Monitoring N
SC3 50 PARO/POST No Contact with Minor Females N
SC4 50 PARO/POST No Contact with Minor Males N
SC5 50 PARO/POST S/O Polygraph Test N
SC6 50 PARO/POST Sex Offender Treatment Program N

1 SC7 50 PARO/POST Court Ordered Restitution Y
SC8 50 PARO/POST Sex Offender Notification N

1 SC9 55 PARO/POST No Intoxicating Beverages N

1 SC10 60 PARO/POST Other Conditions as Listed N

F3=Exit F4=Prompt F5=Refresh F11=Menu bar F12=Cancel F13=Repeat
F17=Selected conditions F18=Expired conditions

» Press ‘F17=add conditions’ (shift F5) again to see list of chosen conditions.
» Put a ‘2=change’ beside each condition that needs text added.

* Press enter to add text (taken from Order).

» After entering text, press enter.

* You will get message ‘record updated’.

* Press enter twice to return to ‘Work with Offenses’ screen.
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‘Work with Conditions’ screen- Text entry example # 1

OPS208I Corrections Information Systems (TEST) 9:32:26
MCCARTHY Work With Conditions 9/08/05
Offender.......... 1234567 TEST, OFFENDER RUSSELL
Status............ PostPrison MTNO Multnomah North Office

Court case number. 021237686/01 MULT Judge....... ROSENBLUM

Enter option...
2=Change 4=Delete 5=Display 8=Payment Entry

Opt Code Type Description Trk Txt Compl
SUPV PROBATION SUPERVISION FEES (GCO01) N
SC1 PARO/POST SUBMIT TO Mental Health Eval N
SC10 PARO/POST Other Conditions as Listed N
SC11 PARO/POST No Contact with Listed People N

2 SCv PARO/POST Court Ordered Restitu tion Y
SC9 PARO/POST No Intoxicating Beverages N
Bottom

F3=Exit F4=Prompt F5=Refresh F11=Menu bar F12=Cancel F13=Repeat
F16=Review/copy all conditions F17=Add conditions F18=Expired conditions

‘Work With Conditions’ screen-Text entry example #2

OPS209I Corrections Information Systems (TEST) 9:36:56

MCCARTHY Offender Condition 9/08/05
CHANGE

Offender.......... 1234567 TEST, OFFENDER RUSSELL

Status............ PostPrison MTNO Multnomah North Office

Court Case number. 021237686/01 County.. MULT  Cycle............. 04 02

Condition......... SC7 Court Ordered Restitution Baf Number........ 0

Condition type.... PAROLE
Condition text....

Trackable......... Y

Expiration date... 8/25/2007 Start date........ 8/26/2004
Amount/unit....... 3,452.50 Completed date.... 0/00/0000
Monthly amount.... $ Dollars

Last payment activity.. 0/00/0000 Balance........... 3,452.50

F3=Exit F4=Prompt F5=Refresh F7=Browse backward
F8=Browse forward F11=Menu bar F12=Cancel
SC7 record updated.

Step 5 — Update case information/sanction status:
* Puta 2 (2=Change) on appropriate offense line.
» Check to make sure sanction status and grid score have been entered.
» Enter sanction status and grid score if known (criminal seriousness and criminal history
fields)
* Press enter.
* Press enter again to return to ‘Work With Offenses’ screen.
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Updating case information/sanction status example # 1

OPS230I Corrections Information Systems (TEST) 9:40:57
MCCARTHY Work with Offenses 9/08/05

Offender: 1234567 Test, Offender Russell Record key:
Status: PostPrison MTNO Multnomah North Office
DNA Collection Required OISC migr date...

Enter option... Custody cycle.... 4

2=Change 3=Copy offense 4=Delete 5=Display

7=Add sentence 8=Conditions 9=Custody units 17=Add LC

OFF# DOCKET CNTY ORS ABBREV ORS NUMBER SG SANC SGDO
CS Type Begin date Length Max date ~ Term date Code

2 01 021237686/01 MULT BURG | 164.225 Y Y
00 IF 03/26/2003 000-020-000 08/26/2004 08/26/2004 POST
00 OFPO  08/26/2004 000-036-000 08/25/2007

Bottom
F3=Exit F6=Add docket F7=Facesheet *F8=Notes F10=Print Options
F11=Menu bar F12=Cancel F1l4=Recalculate F20=Add Local F24=More keys...

Updating case information/sanction status example # 2

OPS236I Corrections Information Systems (TEST) 9:42:18

MCCARTHY Docket and Offense Description 9/08/05
CHANGE

Offender............ 1234567 TEST, OFFENDER RUSSELL

Status.............. PostPrison MTNO Multnomah North Office

Docket#/County...... 021237686/01 MULT

Sanction status..... SANC
Offense number...... 01

ORS number.......... 164.225 BURGI| BURGLARY |

Sent guide (Y/N)...Y Crime Class/Severity AF 245
Felony=Misdemeanor.. N

Inchoate/ORS........

Crime seriousness... 7 Crimi nal history.... B

Sentencing judge.... ROSENBLUM

Defense counsel..... JEFFERSON

District attorney... SNOWDEN DA case number......
Crime date.......... 12/24/2002 Arrest date.........
Convicted date...... 3/25/2003

F3=Exit F4=Prompt F5=Refresh F6=Add Sentence F8=Add counts
F11=Menu Bar F12=Cancel

Step 6 — All open cases should be reviewed and clos  ed if they have expired

Step 7 — ‘Offender Print’ screen:
* Press F11/3/K or press enter 4 times or hit F10 to get to the ‘Offender Print’ screen.
* Puta5 on option line.
* Press enter to print kardex.

Step 8 — Go to WebLEDS (refer to EPR STEPS ops 5)t o0 enter EPR.
Step 9 - Type label as shown above (2.2, Step 14).

Step 10 — Paperclip all information together and give to PO o r put in file as per
your county’s practice.
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2.6 ADMITTING POST-PRISON CASES FROM COUNTY JAILS
(LOCAL CONTROL) (SEE OPS CHAPTER 15-SB1145 DATA
ENTRY)

Step 1 — From ‘Community Corrections Admission’ scr een:
* Type SID # on ‘Offender line’.
* Press enter.

* The ‘Current Status’ line will show Local Control and the ‘Last Location’ line will show the

‘L’ location.
Local Control admissions example
OPS225I Corrections Information Systems (TEST) 10:29:31
MCCARTHY 9/08/05
Offender.............. 1234567 TEST, OFFENDER ALLAN
DOB.......cvvvvveiens 10/31/1962
Current status........ Local Control
Last location......... LLAK

Release date/time..... 4/12/2005 13:00
Supervision level..... MED

Admission to location. COMM Community Corrections
Admission date/time...
Caseload..............

Post admission status.
LC conviction county..
LC supv status code...

Copy PSI data from.... SIDNO 00000000

F3=Exit F4=Prompt F5=Refresh F6=New admission
F7=Current date/time F9=Retrieve F11=Menu bar  F12=Cancel

Step 2 — ‘Movement/History’ screen:

» Use F11/3/V or press enter 8 times to check the Movement/History Screen to see if the
‘L’ location has released the offender to LCMP.

* If not released to LCMP, then you must wait for ‘L’ location to process release.

‘Movement/History’ screen LC admissions example

SYS402I Corrections Information Systems (TEST) 10:33:21
MCCARTHY Movement History/Maintenance 9/08/05
RECORD KEY: 0224501
Offender.... 1234567 TEST, OFFENDER ALLAN Curr cycle. 02-02-01
Status...... LocalControl  Location.... LLAK Primary caseload *None
Position custody/admission cycle... 2 2
--Cycle-- Location  --Admission----- ------- Release------------

02 Admission From: LAKE 05/10/2001
02-02  Status: LC 01/13/2005 04/12/200 5 LCMP MTCE

02-02-01 LLAK 01/13/2005 08:00 04/12/ 2005 13:00 LCMP MTCE
Housing 01/13/2005 08:00 04/12/2005 13:00
SB1145 JAIL 01/13/2005 08:00

Bottom

F3=Exit F6=Insert housing F7=Remarks F10=Print F16=Caseload history
F18=Change data F20=W/W Movements F21=Auto cycle/summary maintenance
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Step 3 — LC Admissions:
* If LCMP release has been completed.
0 Press F3to return to ‘Community Corrections Admission’ screen.
o Admit offender following steps above under ‘Parole/Post-Prison Cases from an
Institution’; don’t forget to fill in the ‘post admission status’ field.

Step 4- Admissions Screen Series:
» Press enter to move from one screen to the next updating all pertinent information until
you come to the ‘Work with Offenses’ screen. (See OPS 2.2 Steps 4-8)

Step 5 — If offender is from another county, give ¢ opy of PPS order to your Local
Control Supervisory Authority for their records.

Step 6 - LABEL WILL BE BRIGHT ORANGE OR PER YOUR COUNTY POLI CY.

Step 7 — Paperclip paperwork together and giveto P O or put in file as per your
county’s practice.

2.7 ADMITTING NEW OFFENDERS CONVICTED ON SAME DATE TO
PROBATION AND PRISON SENTENCES
NOTE: The institution uses a start date of the date the offender is admitted to the

institution and community correction offices use th e conviction date as the start
date.

Step 1 - Offender was admitted to prison on the sam e date as Court ordered
probation.
* Follow instructions under 2.2 (ADMITTING TO CIS) Steps 9-11.

» Enter Agency Natifier following instructions under “OPS 12 -Miscellaneous Data Entry —
12.13: Notifier, How to Enter”.

» Per your county’s policy, type label and file material and/or file.

Step 2 - If offender admitted to prison before the field office admits to probation
(used when Offender is convicted on the same datet o both prison and probation
sentence).

* Follow instructions under 2.2 (ADMITTING TO CIS) Steps 9-11.

» Enter Agency Natifier following instructions under “OPS 12 -Miscellaneous Data Entry —
12.13: How to Notifier, How to Enter”.

* E-mail Help Desk to enter a ticket to SUN to insert the probation movement.

» Per your county’s policy, type label and file material and/or file.
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2.8 ADMITTING CASES CONVERTED FROM BENCH TO FORMAL
SUPERVISION

Step 1 - Follow instructions under 2.2 (ADMITTING T O CIS). See below for correct
admission date to use in section 2.2 Step 2b or Ste  p 3.
» Admission Date = the date the case was converted to formal supervision.

Step 2 - When adding the offense, follow instructio ns under 2.2 Step 10 (New
Docket, Offense and Sentence’ screen). See below f or correct Begin Date and
Length of Sentence.

« Convicted Date = the date the case was originally convicted.

» Begin date = the date the case was converted to formal supervision.

» Length of Sentence = If the court order converting the case to formal does not give a
sentence length or expiration date because the original sentence is continued, review
the original Bench Sentencing Order to determine the length of sentence. See below for
instructions on how to calculate length of sentence using the CIS Pop Up Calculator.

Utilizing the Pop up Calculator in CIS from ‘New Do  cket, Offense and
Sentence’ screen for cases converted from bench to formal
supervision.

* Type F11/2/B

e Enter 1 (1=Find date) in the ‘Operation’ field.

« Enter the original bench conviction date in the ‘From date’ field.

» Enter the original bench length of sentence in the ‘Years, Months or Days” ADD fields.
* Press enter.

» The expiration date will show in the ‘To Date’ field.

Example

Active_Jobs WS_Options Process_Step Info_Windows Cis_Web_Serve

Work Station Options CRERTE

Change Assigned Printer

W/W Printed Output

W/W System Messages

Kardex/Face Sheet Print Option

Add

WAW

Use 1 date
Felony=Misde Pop 2=Find difference
Inchoate/0RS Dat 8/15/2012

Crime seriou 8/15/2022 Honday
Sentencing j

Defense coun Date addend. . Years.. 10 SUBTRACT
District attorney. .. Months. ..
Crime date

Arrest Date Elapsed days 03652
Convicted Date Years/months/days. ..
Sentence Type

Length (ymd)

F3=Exit F4=Prompt

Of fender....

DocketH

Of fense numb
ORS number.
Sent guide

WDNMEARXOTDIO
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» Change the ‘Operation’ field to 2 (2=Find difference)

» Change the ‘From date’ field to the date the case was converted to Formal Supervision.
« Do not clear the ‘To date’ field (expiration date).

e Clear the ‘Years, Months or Days” ADD fields.

* Press enter.

» The Length of Sentence will show at the bottom of the calculator.

Example

Active_Jobs WS_Options Process_Step Info_Windows Cis_Web_Serve

Work Station Options CREATE

Change Assigned Printer

WA W Printed Output

W/ W System Messages

Kardex/Face Sheet Print Option || y..............
Add

WAk

Use | Operation............. 2 date
Felony=Misde Pop 2=Find difference
Inchoates/0RS Dat | From date............. 5/21/2015

Crime seriou | | To date............... 8/15/,2022
Sentencing j

Defense coun ‘= s SUBTRACT
District attorney. ..

Of fender. ...

Docketi. .. ..
Of fense numb
ORS number. .
Sent guide

mMNME-S4XOTDW

Crime date.......... |  Days.....
Arrest Date......... Elapsed days..........

Convicted Date...... Years/months/days——

Sentence Type.......
Length (ymd) . . g+
F3=Exit Fd4=Prompt

 F12 back to new Docket, Offense and Sentence Screen.
« Enter Length of Sentence in the ‘Length (ymd)’ field.
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OPS CHAPTER 3 — Interstate Compact

Incoming transfers
Please read the entire section before you begin!!!t 1l

For restitution, compensatory fine, or community se rvice ordered on incoming
compact cases, set condition tracking to “No.”

It is not required of the sending state to send the court order/judgment with a
transfer investigation. It is recommended the field enter offense information from
ICOTS, not from the court order/judgment; however, conditions may be entered
from the court order/judgment. The court order/judg ment may be requested from
the sending state upon acceptance from the receivin g state.

There are two types of Compact entries into DOC400/CIS:

Reporting Instructions (RI):  Offender has been given permission to come to Oregon
before an investigation is done.

Investigation Request (IV) Offender remains in the sending state while the
investigation is completed in Oregon.

Bench Probation : Oregon is required to supervise misdemeanor and bench probation
cases from other states . We enter those in CIS. (Other states may refer to a case as
bench probation but this may not have the same meaning in that state as in Oregon). If
we are required to supervise another state’s “bench” probations, they are considered
supervised probation in Oregon. However, we do not enter Oregon bench probations
in CIS as those are under the jurisdiction of the Court. When the Court allows a bench
probation offender to compact to another state, they or their designee prepare the
compact paperwork, but it is not recorded in CIS.

Definitions and general information are found in 3.8 Additional Information. If in doubt
on how to proceed, once you have read the entire section, call another SOON
Representative.

If the offender fails to report, either by phone or in person, as per your County
practice, and you have received the Investigation Request, enter the offender in
DOC400/CIS as an IV so there is a record in DOC400/CIS. Once the offender reports, it
can be changed to PR or PA and entered as per directions below in either 3.1.1 or
3.1.2.

See 3.1.1 and 3.1.2 for entry of offender into CIS on RI after offender reports.
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3.1.1 REPORTING INSTRUCTIONS (RI) ADMISSION — OFFENDER WITH
PREVIOUS DISCHARGE STATUS —

DOC400/CIS data entry takes place after offender reports per your County practice.

Step 1 — Go to the “Admissions” process (#3 from CC Support main menu). If offender
has a SID# per CCH, type SID# on “offender” line of “Community Corrections
Admission” screen (first line), then press enter.

If offender is already in the system with a current status of “discharge”, determine if
offender was previously supervised on the same offense(s). If so, follow Steps to
Reopen a Compact (RCOM) Case in - OPS 13.2 (Data Entry Requiring Sun).

Step 2 — If new offense information , fill in admission date/time (date offender reports
to PO either in person or by phone, per your office practice), the assigned PO’s
caseload number, admission from (2 letter State code taken from Compact Rl form or
use F4 Prompt), post admission status of “PR for probation” or “PA for parole”, then
press enter. Enter the offense information from ICOTS printouts. Conditions of
supervision may be entered from the court order/judgment.

Step 3 — Run QWHD in CJIS/LEDS for updated information. Press enter to move from
one screen to the next and update all pertinent information, i.e. Names, Addresses,
Description and Other Numbers screens. Enter the offense information from ICOTS
printouts. Conditions may be entered from the court order/judgment.

Step 4 — If offender has a SID number, go to WebLEDS and enter EPR (refer to EPR
Steps in OPS 5 of this manual) per your county practice.

Step 5 — Give to the assigned PO with a note to have offender fingerprinted if they do
not have a SID number.

3.1.2 REPORTING INSTRUCTION (RI) ADMISSION PROCESS - NEW OFFENDERS

Step 1 — Go to the “Admissions” process (#3 from CC Support main menu).On
“offender” line of the “Community Corrections Admission” screen, press “F6=New
Admission”. This will take you to the “Community Corrections New Intake New Offender
Data” screen. If the offender already has a SID number, type the SID number on “ID
number” line. If they do not have a SID number, leave the “ID number” line blank and
the computer will automatically assign a temporary block number. Fill in the following
lines (using information from ICOTS printouts):

Last name, first/middlef/title

DOB

date/time (date the offender reports to PO either by phone or in person per
your county practice)

from county/state (2 letter state code or choose “F-4 Prompt” from the table)
caseload (the PO’s caseload number)

VV VVYYVY
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» “PR” for probation, “PA” for parole

Step 2 — Press enter to move screen by screen and update all pertinent information, i.e.
Names, Addresses, Description and Other Numbers screens. Enter the offense
information from ICOTS printouts. Conditions of supervision may be entered from the
court order/judgment.

Note: When the offender is here on Reporting Instructions (RI), enter everything
because the offender is to be supervised and the PO needs the ability to sanction.

Step 3 — If the offender has a SID number, go to WebLEDS and enter EPR (refer to
EPR Steps in OPS 5 of this manual). If there is a temporary Block number, skip this
step.

Step 4 - Give to assigned PO, with a note to have offender fingerprinted if they do not
have a SID number.

3.1.3 REPORTING INSTRUCTIONS (RI) ADMISSION PROCESS — OFFENDER ON
ACTIVE SUPERVISION IN OREGON

If an offender is already under supervision in Oregon in a county different from the
proposed residence, the supervising county must investigate the case and then IRT the
offender to the county of proposed residence after acceptance.

If an offender is already under supervision in Oregon in the county of proposed
residence, skip the admission process and go to the “Work with Offenses” screen and
enter the offense information from ICOTS printouts and conditions of supervision from
the court order/judgment. Print new kardex and give to supervising PO.

(See 3.8 ADDITIONAL INFORMATION)
3.2 RESCINDING OF REPORTING INSTRUCTIONS & IV REJECTIONS
In the event the Compact Office rescinds the Reporting Instructions before the Compact

Investigation is received and the offender has been supervised by Oregon, the following
applies:

Stepl — Go to the “CC Release Process” (#4 CC Support main menu). On “Work With
Offenses” screen, type offenders SID number or Block number on the “Offender” line,
press enter. Go to the sentence line (second line) and enter 2 to “Change”. Press enter.
This will take you to the “Sentence Data” screen. Tab down to the termination date field
and enter date the Compact Office rescinded the Reporting Instructions (from Compact
Office e-mail sent to PO, Compact chrono, or ICOTS info). Tab down to the termination
code field and type “COMP?”, press enter. Repeat for each offense entered.
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Step 2 — After all offense lines are closed, press enter. This will bring you to the
“Offender Release” screen; enter the Compact Office rescinded date on “release date”
line. Tab down to “release type” and put in the termination code (COMP), press enter.

3.3 COMPACT INVESTIGATION REQUEST FOR TRANSFER (IV) DATA ENTRY

If Reporting Instructions were already received and the offender is in Oregon and
was entered as “PR” or “PA” in CIS, do not change status to “IV .”

If offender remains in sending state  during investigation follow the steps outlined in
either section 3.6 or 3.7 below.

Run CCH via WebLEDS on offender. If offender has an Oregon SID number, write it on
the packet.

Per your county/office practice, put ICOTS information in a file and give to assignment
PO to assign. When the assignment PO returns packet to you, enter offender into CIS
using the date the compact office emailed the investigation to your office.

3.4 COMPACT IV ADMISSION PROCESS - OFFENDERS WITH PREVIOUS
DISCHARGE STATUS

Step 1 — Go to “Admissions” process (#3 from CC Support main menu). If offender has
a SID number per CCH, type the SID number on “offender” line of the “Community
Corrections Admission” screen (first line), then press enter. If offender is already in the
system under status “discharge”, determine if the offender was previously supervised on
the same offense(s) as the current investigation. If so, follow the Steps to Reopen a
Compact (RCOM) Case in DOC400/CIS in section OPS 13.2 of this manual.

Note: If offender’s current status is IV/Discharge, per Movement History Screen, open a
new cycle. Do not use RCOM. If the offender had previously been rejected and is
applying again, enter a new admission to IV. Do not use RCOM.

Step 2 — If it is new offense information, fill in admission date/time (date emalil
notification is received from ICOTYS).

Step 3 — Press enter to move from one screen to the next and update all pertinent
information, i.e. Names, Addresses, Description and Other Numbers screens. (This is
the minimum we are required to enter). DO NOT ENTER OFFENSE INFORMATION.

Step 4 - Give to the assigned PO.
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3.5 COMPACT INVESTIGATION ADMISSION PROCESS (IV) - NEW OFFENDERS

Step 1 — Go to the “Admissions” process (#3 from CC Support main menu).

On “offender” line of the “Community Corrections Admission” screen, press “F6=New
Admission”. This will take you to the “Community Corrections New Intake New Offender
Data” screen.

If the offender has a SID number, type the SID number on “ID number” line. If they do
not have a SID number, leave the “ID number” line blank and the computer will fill
automatically assign a temporary block number.

Fill in the following lines (taking information from Compact papers):

Last name

first/middle/title

DOB

Sex, Race

date/time (date of compact email or date on IV request)

from county/state (2 letter state code or choose “F-4 Prompt” for the table)
caseload (the PO’s caseload number)

Admission status.....IV

YVVVVYVYYVYYVYYVY

Step 2 — Press enter to move from screen to screen and update all pertinent
information, i.e. Names, Addresses, Description and Other Numbers screens. (This is
the minimum we are required to enter). DO NOT ENTER OFFENSE INFORMATION.

Step 3 — Give to the assigned PO with a reminder to have offender fingerprinted (unless
the offender already has an Oregon SID) when he/she reports, and to return file to
clerical so the offense information and an EPR can be added.

NOTE: If offender does not report within 120 days from the date Compact processes
the acceptance, the PO or compact person, per your office policy, should send a
“Compact Case Closure Notice” form to Compact through ICOTS. Once the Compact
Office has forwarded the Case Closure Notice in ICOTS, close to CREJ.

3.6 DATA ENTRY UPON ACCEPTANCE AND ARRIVAL IN OREGO N
(Offender in system under “IV” status)

Step 1 — Go to “Offender Release” screen. Fill in “release date” field (date offender
reports as directed either by phone or in person per your county practice), ‘release type
code’ field (use appropriate 4-letter status of PARO for parole and PROB for probation),
‘release to location’ field (use your 4-letter county code), press enter. Press enter again
to verify release.

Step 2 — Use menu bar to go to your Admission Process. Retrieve offender: Use F9 or

enter offender’s block/SID number in the offender field and press enter. Fill in
‘admission date and time’ (matches the release date/time which is the date the offender
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reports as directed), ‘PO caseload number’, and ‘Post Admission Status’ fields (PA or
PR), press enter.

Step 3 — Go to “Work with Offenses” screen. Press ‘F6=Add Docket’. Fill in the
following information:

docket #/case #

county (2 letter State Code)

sanction status

ORS #

sentencing guidelines ‘N’ on incoming compact offenders

CSS & CHS (not applicable to compact, leave blank)

Judge’s Name: enter “Compact”

crime date if known

begin date (from ICOTS paperwork)

sentence type (exception: for compact parolees, you will need to use ‘I’)
length of sentence — DOE must match ICOTS date

Compact begin date (date offender reports as directed either by phone or in
person per your county practice), press enter.

VVVVVVYVVVVVY

Press enter again to return to ‘Work With Offenses’ screen. Put ‘Option 8=Conditions’
on first line of offense next to docket #, press enter. This will take you to ‘Work With
Conditions’ screen. Press ‘F17 (shift F5) =Add conditions’.

Step 4 — This will take you to the “Movement History/Maintenance” screen to verify
release.

Step 5 — Update other information as needed and enter EPR via WebLEDS if offender
has an Oregon SID number.

Step 6 — Put in 4-sided file, print kardex, make blue label (or per your County practice)
and return to assigned PO. If offender has no OR SID number, put a note on the file to
remind PO to have offender fingerprinted.

3.7 CIS DATA ENTRY UPON INVESTIGATION REJECTION

Close the record in DOC400/CIS after the Compact Administrator has forwarded the Reply to
Transfer investigation to the sending state.

If Compact Investigation is the only status on the custody cycle, use Release Process to
close record.

Step 1 — On “Offender Release” screen, fill in ‘release date’ field with date of rejection
(taken from form in ICOTS), ‘release type code’ field with CREJ, and leave blank the
‘release to location’ field, press enter. Press enter again to go to the Movement
History/Maintenance screen to verify discharge status.
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ADDITIONAL INFORMATION
Sending State = state the offender was sentenced in.

Receiving State = state where the offender plans to reside if accepted or where the
offender resided at time of sentencing and will be supervised.

CREJ is used with Compact Investigations (IV Status) - case rejected or withdrawn.

COMP is used with Reporting Instructions (PR/PA Status), when a compact offender
returns to the sending state, a warrant is issued by the sending state, the offender
moves to another state, or any other reason we no longer supervise offender, prior
to expiration.

“IV” status is only used when entering a Compact Investigation where the offender
remains in the sending state during the investigation process.

“PR and PA” status is used when an offender has been granted Reporting
Instructions and is actively reporting to an Oregon PO during the investigation
process.

When a Compact Investigation Packet or Reporting Instructions through ICOTS
have been assigned to your office by mistake (i.e. address is neighboring office or
county), forward to the appropriate office or county through ICOTS. Send an e-mail
to the Compact office advising that investigation or reporting instructions were
forwarded to the appropriate office or county. DO NOT RETURN INVESTIGATION
OR REPORTING INSTRUCTIONS TO COMPACT. If you have entered the above
in CIS, transfer the investigation or reporting instructions to the appropriate office.

If an offender is being supervised on Reporting Instructions, but moves to another
county because the supervising county will not allow the first housing proposed, you
would transfer (TRAN) him/her to the other county, once you have determined the
new county has received the Rl request.  You should contact the SOON rep in the
new receiving county to advise of the transfer.

Compact’s e-mail address is: Oregon.Interstate @doc.state.or.us

If an offender is already under supervision in Oregon in a county different from the
proposed residence, the supervising county must investigate the case and then IRT
the offender to the county of proposed residence after acceptance.

If an Oregon offender is compacted to another state and wants to return to Oregon
but lives in a different county than the supervising county, the two counties should
work together (example Curry Co had an offender compacted to CA. Offender
received new charges in CA and wanted to return to Oregon but live in Benton Co.
Curry Co sent an IRT to Benton Co who investigated and agreed to supervise.
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Curry Co sent the Compact Acceptance paperwork, and then transferred the file to
Benton Co.)

» SOON'’s procedure is to match the sending state crime as close as possible to an
Oregon ORS when entering offenses. Felony in sending state must be felony in
Oregon, misdemeanor must be misdemeanor. This may require review of Oregon
ORS and the sending state equivalent. The PO should review and approve the
chosen offense. Enter an F8 note on offense screen indicating sending state’s
offense.

» While your office practice determines the date to be used on the Notice of Arrival
(NOA) (offender reports by phone or in person), for data entry purposes all entry
dates should match the date on the Notice of Arrival.

Note: ICOTS and DOC400/CIS entries should always ma tch.

The sending state is responsible for keeping the su pervision end date correct and
updated. Incoming compact cases are closed accordin g to the supervision end
date in ICOTS.

On outgoing compact cases (Oregon is sending state) the date in DOC400 is the
correct date and ICOTS should always be kept curren  t and updated.

If an offender is compacting out, and the instituti on put together the compact
transfer, we should check the supervision end date when we open their PPS, as
the institution is putting in an estimate. Inmates who compact to another state
upon release are entered the same way as any other.  They would be closed to
CMPO upon receipt of a Notice of Arrival (NOA) from the other state.

Clarification regarding what point a receiving state accepts responsibility: ICAOS Rules
3.103 (b)(3) and 3.106(b) state the point at which a receiving state accepts
responsibility for an offender is when the offender “arrives” in the receiving state.
“Arrive” is interpreted to mean when the incoming offender has reported to the assigned
county community corrections office, either by phone or in person, the very first time.

Further:

1. When reporting instructions are granted by the OR Interstate Compact Office AND
upon the offender’s “arrival” in Oregon, the county community corrections office
would open the case in either PR or PA status. When admitting an offender into
DOC400/CIS, always use the date listed on the NOA (Notice of Arrival) in ICOTS.

2. When Oregon investigates a transfer for supervision where the offender remains in
the sending state during the investigation, the offender’s record in CIS would be
opened in IV status. Upon the offender’s “arrival” in Oregon, the county community
corrections office would change the case status from IV to PR or PA, as appropriate.
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When admitting an offender into CIS, always use the date listed on the NOA (Notice
of Arrival) in ICOTS.

3. If the offender fails to report to Oregon, A Notice of Failure to Arrive (NOFA) is sent
through ICOTS, the case is never opened and remains in IV status until such time as
Oregon is notified by the sending state to cancel/close the transfer request. Further,
a Notice of Arrival (NOA) can still be done after a NOFA has been submitted if the
case has not been withdrawn by the Sending state.

4. When the institution accepts a Compact Transfer, the offender will serve all or part of
their out-of-state incarceration in an Oregon facility before releasing to community
supervision. OISC enters the FPAC “I” and uses DOC in the CNTY field. When
CNTY=DOC, the offense belongs to the institution and normal location authorities
apply. The system views the offense as if it were an Oregon Parole “I” line and the
community cannot make changes to the offense.

An example is shown below:

01 00000/01 DOC MURDER 163.115 N Y
00 IFPAC 10/06/1982 Life
02 00000/02 DOC ROBBIAT 164415 X N N
00 IFPAC 10/06/1982 015-000-000 10/05/1997 10/05/1997 EXPI
03 00000/02 DOC CONSPIAF 16145001 N N
ROBB | 164.415

00 IFPAC 10/06/1982 014-000-000 10/05/1996 10/05/1996 EXPI

You must contact OISC to have the SANC data added to the offense.
5. Re-Open (RCOM) in DOC400/CIS: Refer to OPS 13.2.

6. CMPO Return (Also see OPS 7.3) Once RCOM has been completed, Go to
Admissions process, retrieve offender.

Tab down to “Admission Date/Time” and enter the date the offender reported to PO
(same date as listed on the NOA (Notice of Arrival) either by phone or in person, as
per your County practice, then enter the time using military time.

Tab to caseload field, enter PO’s caseload number, press enter to process. You will

get message “Admission from non-supervised status processed.” Print kardex.

Modify EPR eliminating any reference to offender on compact status in another
state.

7. Compact offenders (incoming or outgoing) do not qualify for INPR status.
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Outgoing offenders do qualify for EDIS, but not INPR or UNSU.
Incoming offenders do not qualify for INPR,UNSU or EDIS from our state
The sending state may have their own version of EDIS.

8. Case Accepted by Another State — CMPO — See OPS 8.14.

9. Process for closing Non-Oregon Compact Cases: Refer to OPS 8.15.
10.Changing “Admission From” Location (See OPS 10.1)

11.Changing Status (See OPS 10.2).

12.Changing Admission Date (See OPS 10.3)

13.Legal Status Change — Lower to Higher Status (See OPS 12.8)

14.Compact probation case closed to COMP comes back as parole case (See OPS
14.9)

15.Extraditions — See 15.14

16.DNA Date Entry in DOC400/CIS — incoming compact offenders do not need a DNA
test, unless the sending state requires it. If the sending state requests DNA, we do
the swab and send it back to the sending state. It does not go into our data base.
Out of state offenders are not swabbed and recorded unless the offender has or
receives Oregon offenses which require it. (See OPS 17)

17.Compact Reports (See OPS 20)
18. Compact documents maintained by OISC — see OPS 21.9.
19.Incoming Compact offenders are not eligible for unsupervised status.

20.File organization of Compact Paperwork/Documents Maintained by OISC — See
OPS 24)

3.9 CASE ACCEPTED BY ANOTHER STATE — CMPO

TIP: Offenders should not be allowed to travel or relocate to another state without Reporting
Instructions or Acceptance being issued by the receiving state. The ONLY exception to this rule
is for those sentenced within the last 7 days who were living in the receiving state at the time of
sentencing, are NOT sex offenders, served less than 6 months of incarceration, and for whom
Reporting Instructions have been requested.

The Reply to Transfer Request has been received accepting transfer of case. The PO has sent

the Notice of Departure as the offender has left. When you receive the arrival notice then close
and follow steps below:
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From the CC RELEASE PROCESS on your main menu:

Step 1 — Type SID# on “Offender” line, press enter, this will bring offender to screen. Press
enter to go to the ‘Offender Release’ screen, enter release date/time (Arrival date on Notice of
Arrival). Release type will be CMPO and release to location will be the 2-letter State
abbreviation where offender is accepted, press enter.

Press enter to check ‘Movement History/Maintenance’ screen.

Step 2 — Go to WebLEDS to modify EPR per your county’s practice (refer to EPR Steps,
Modifying an EPR).

Step 3 — Per your county’s practice, change primary caseload number to designated Compact
PO.

Step 4- Supervision fees will automatically be waived while offender is on CMPO status. If
Offender returns to Oregon before the end of supervision, change status from CMPO outcount
using the Admission Process.

3.10 CMPO RETURN

From the ADMISSION PROCESS on your main menu:

Step 1 - Type the SID# on the “Offender” line on the Community Corrections Admission
Screen, press enter to bring up the offender.

Step 2 - Tab down to “Admission Date/Time” field, put in the date the offender reported
to the PO either by phone or in person, as per your county practice. Enter time using
military time.

Step 3 - Tab down to “Caseload” field, enter the PO’s caseload #, press enter to
process. You will get message “Admission from non-supervised status processed.”

Step 3 - Print a kardex.

Step 4 - Modify EPR eliminating any reference to offender being on compact status in
another state.
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41 RETRIEVING A BOARD PPS ORDER

NOTE: The Parole Board will issue an order one or two days before an offender’s
release date, at that time an order can be retrieved. No notification will be received.

Step 1 — From the Main Menu, type a ‘48=Print Parole Board Orders’ on the selection
line, press enter this will bring up the ‘Work With Offender Parole Board Documents’

screen.
CCSUPPORT Corrections Information Syst ems 10:55:03
MCCARTHY CC Support Menu 12/28/06

Select one of the following:
48. Print Parole Board Orders |

49. CC Training Menu 1
50. W/W ORS Descriptions H

I
|
I
|
60. Execute PCM Programs 1
I

I
80. Return to regional menu i
90. End pass through '

I

1

1

I

1

i
Bottom

Selection: 48 Job:

F3=Exit F4=Prompt F10=Move totop F11=Men ubar F12=Previous menu

Step 2 — Type offender’s SID # on ‘Offender’ field, press enter to bring offender to
screen; or press F4=prompt on ‘Offender’ field to bring up the ‘Offender Name Search’

screen.

PBM250I Corrections Information Syst ems 11:12:43
MCCARTHY Work with Offender Parole Board Documents 12/28/06
O fender...... 1234567 TEST, OFFENDER Status: AdmitPend

Location...... OSCI OREGON STATE CORRECTIONAL INSTITUTION

Enter option...
10=Send Document via E-mail

Opt Folder Document  Description Re vise Date Type
10 PBMISII  5601159.ACD 5601159.ACD 8 /17/2006 PCFILE
Bottom
F3=Exit F4=Prompt F5=Refresh F9=Retrieve F 11=Menu bar
F12=Cancel F13=Repeat
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Step 3 — Put ‘Option 10=Send Document via E-mail’ on option line of document you
want to send to your e-mail, press enter. You will receive message ‘Document has
been sent via e-mail'.

Step 4 - Open your e-mail inbox to retrieve and print Board PPS Order.

NOTE: The sending of the Parole Board order to your e-mail inbox could take a few
minutes. If nothing happens after 5 to 10 minutes, contact the help desk for assistance.
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4.2 BOARD/LC SUPERVISORY OVERRIDE

Division 75 of the Parole Board Rules states: “If the Board issued the order of post-
prison supervision for an offender whose only sentence was 12 months or less,
jurisdiction will remain with the Board until petition by the supervisory authority to
assume jurisdiction OR upon re-release following revocation of the post-prison
supervision for that sentence; whichever comes first”.

If your case meets the criteria of Division 75 of the Parole Board Rules, please follow
the steps under scenarios 4.2.1 and 4.2.2 below:

4.2.1 Petition the Board:  When there has been a Parole Board involvement within
the same custody cycle as a local sentence and all Board cases have discharged,
jurisdiction remains with the Board and the status remains Post Prison/BRD until the
local supervisory authority petitions to assume jurisdiction. The decision to petition the
Board for jurisdiction is at the discretion of the local supervisory authority.

Stepl — Send a petition e-mail to Pat Ziegler at Pat.S.Ziegler@doc.state.or.us with the
request to have the Parole Board relinquish their authority over the specified offender.

Step 2 — If the Board approves the petition you will receive a Certificate of Sentence
Expiration with the following “The Board is closing its interest in this parolee;

however, Local Supervisory Authority Jurisdiction ¢ ontinues until___ " , go to the
W/W Offenses screen, type offender’s SID # on ‘Offender’ line, and press enter to bring
offender record to screen.

OPS230I Corrections Information Systems (TEST) 18:18:21
Work with Offenses 11/08/06
Offender: 1234567 Test, Offender Reco rd key: 1673084
Status: Post Pri son/ BRD DESC Deschutes County Adult Parole
Enter option... C ustody cycle.... 1
2=Change 3=Copy offense 4=Delete 5=Display
7=Add sentence 8=Conditions 9=Custody units 17=Add LC
OFF# DOCKET CNTY ORS ABBREV O RS NUMBER SG SANC SGDO
CS Type Begin date Length M axdate  Term date Code
01 O03FE0645MA/1 DESC UNUSEVEH 1 64.135 Y Y
00 PFPR  09/02/2003 000-018-000 O 3/01/2005 10/29/2003 VIOL
00 LF 10/29/2003 000-006-000 O 4/28/2004 04/28/2004 POST
00 OFPO  10/28/2004 000-024-000 1 2/11/2006
02 03FE0969MA/1 DESC UNUSEVEH 1 64.135 Y Y
00 PFPR 09/02/2003 000-018-000 O 3/01/2005 03/01/2005 VIOL
00 IF 03/08/2005 000-013-000 O 3/19/2006 12/30/2005 POST
00 OFPO  12/30/2005 000-012-000 1 2/30/2006 11/ 01/ 2006 EXPI
More...
F3=Exit F6=Add docket F7=Facesheet F8=N otes  F10=Print Options
F11=Menu bar F12=Cancel F14=Recalculate F20= Add Local F24=More keys...
Chapter 4 - 08-23-2012.doc 3
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Step 3- Press F15=Post Supv Ovrr (Shift F3). This will bring up the ‘Supervisory
Authority Override for Post Offenders’ screen.

SNT231l Corrections Information Systems (TEST) 18:24:59
Supervisory Authority Override for Po st Offenders 11/08/06
CREATE
Offender: 1234567 Test, Offender
Status: PostPrison/BRD DESC Deschutes Cou nty Adult Parole
Override location... LC  Only LC currently valid for location

Override reason.....
Override date.......

F3=Exit F4=Prompt F5=Refresh
F9=Retrieve F11=Menu bar F12=Cancel

Step 4 — Tab down to the ‘Override reason’ field, type in reason (PETN Petition) or
F4=Prompt for list of override reasons. Tab to ‘Override date’ field and type in date of
override, which is the date the Board approved the petition. Press enter to process, you
will receive message ‘LC PETN record added’. Press enter to return to ‘W/W Offenses’
screen. The status will now show Post Prison/LC. If not, press F14=Recalculate to
correct status.

OPS230I Corrections Information System s (TEST) 18:18:21
Work with Offenses 11/08/06
Offender: 1234567 Test, Offender Reco rd key: 1673084
Status: Post Pri son/ LC DESC Deschutes County Adult Parole
Enter option... C ustody cycle.... 1
2=Change 3=Copy offense 4=Delete 5=Display
7=Add sentence 8=Conditions 9=Custody units 17=Add LC
OFF# DOCKET CNTY ORS ABBREV O RS NUMBER SG SANC SGDO
CS Type Begin date Length M axdate  Term date Code
01 O03FE0645MA/1 DESC UNUSEVEH 1 64.135 Y Y
00 PFPR 09/02/2003 000-018-000 O 3/01/2005 10/29/2003 VIOL
00 LF 10/29/2003 000-006-000 O 4/28/2004 04/28/2004 POST
00 OFPO  10/28/2004 000-024-000 1 2/11/2006
02 O03FE0969MA/1 DESC UNUSEVEH 1 64.135 Y Y
00 PFPR  09/02/2003 000-018-000 O 3/01/2005 03/01/2005 VIOL
00 IF 03/08/2005 000-013-000 O 3/19/2006 12/30/2005 POST
00 OFPO  12/30/2005 000-012-000 1 2/30/2006 11/01/2006 EXPI
More...
F3=Exit F6=Add docket F7=Facesheet F8=N otes  F10=Print Options
F11=Menu bar F12=Cancel F14=Recalculate F20= Add Local F24=More keys...

Step 5 — The Local Supervisory Authority should cut a new PPS amended order
indicating authority change from Board to Local Control.

Chapter 4 - 08-23-2012.doc 4
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4.2.2 Re-Released Following Revocation : When there has been a Parole Board
involvement within the same custody cycle as a local sentence, all Board cases have
expired AND the remaining Local Post Prison is revoked with no new DOC charges.
Jurisdiction returns to the local supervisory authority when the offender is re-released to
Local Post Prison status.

The scenario: The Local Control offender is on PPS under the jurisdiction of the State
Board. He is revoked, with no new DOC charges. Who does the new order and what
date is used?

The solution: The State Board notifies the county of the re-release date and that it has
no more interest in the case. The County prepares the new order with the re-release
date provided.

Stepl — Admit offender to POST. The status will still show as Post Prison/BRD.

OPS230I Corrections Information Systems (TEST) 18:18:21
Work with Offenses 11/08/06
Offender: 1234567 Test, Offender Reco rd key: 1673084
Status: Post Pri son/ BRD DESC Deschutes County Adult Parole
Enter option... C ustody cycle.... 1
2=Change 3=Copy offense 4=Delete 5=Display
7=Add sentence 8=Conditions 9=Custody units 17=Add LC

OFF# DOCKET CNTY ORS ABBREV O
CS Type Begin date Length M
01 O03FE0645MA/1 DESC UNUSE VEH 1
00 PFPR 09/02/2003 000-018-000 0
00 LF 10/29/2003 000-006-000 O
00 OFPO  10/28/2004 000-024-000 1
02 03FE0969MA/1 DESC UNUSE VEH 1
00 PFPR 09/02/2003 000-018-000 0
00 IF 03/08/2005 000-013-000 O
00 OFPO  12/30/2005 000-012-000 1

F3=Exit F6=Add docket F7=Facesheet F8=N
F11=Menu bar F12=Cancel F14=Recalculate F20=

RS NUMBER SG SANC SGDO
axdate  Term date Code

64.135 Y Y

3/01/2005 10/29/2003 VIOL
4/28/2004 04/28/2004 POST
2/11/2006

64.135 Y Y

3/01/2005 03/01/2005 VIOL
3/19/2006 12/30/2005 POST
2/30/2006 11/ 01/ 2006 EXPI

More...
otes  F10=Print Options
Add Local F24=More keys...

Step 2- At the W/W Offenses screen press F15=Post Supv Ovrr (Shift F3). This will
bring up the ‘Supervisory Authority Override for Post Offenders’ screen.

SNT231l Corrections Information Systems
Supervisory Authority Override for P

-Offender: 1234567 Test, Offender
Status: PostPrison/BRD DESC Deschutes Cou

Override location... LC  Only LC currently valid
Override reason.....
Override date.......

F3=Exit F4=Prompt F5=Refresh
F9=Retrieve F11=Menu bar F12=Cancel

(TEST) 18:24:59
ost Offenders 11/08/06
CREATE

nty Adult Parole

for location
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Step 3 — Tab down to the ‘Override reason’ field, type in reason (REVO Revocation) or
F4=Prompt for list of override reasons. Tab to ‘Override date’ field and type in date of
override which is the date offender is re-released. Press enter to process, you will
receive message ‘LC REVO record added’. Press enter to return to ‘W/W Offenses’
screen. The status will now show Post Prison/LC. If not, press F14=Recalculate to
correct the status.

OPS230I Corrections Information Systems (TEST) 18:18:21
Work with Offenses 11/08/06
Offender: 1234567 Test, Offender Reco rd key: 1673084
Status: Post Pri son/ LC DESC Deschutes County Adult Parole
Enter option... C ustody cycle.... 1
2=Change 3=Copy offense 4=Delete 5=Display
7=Add sentence 8=Conditions 9=Custody units 17=Add LC
OFF# DOCKET CNTY ORS ABBREV O RS NUMBER SG SANC SGDO
CS Type Begin date Length M axdate  Term date Code
01 O03FE0645MA/1 DESC UNUSEVEH 1 64.135 Y Y
00 PFPR 09/02/2003 000-018-000 0O 3/01/2005 10/29/2003 VIOL
00 LF 10/29/2003 000-006-000 O 4/28/2004 04/28/2004 POST
00 OFPO 10/28/2004 000-024-000 1 2/11/2006
02 O03FE0969MA/1 DESC UNUSEVEH 1 64.135 Y Y
00 PFPR 09/02/2003 000-018-000 O 3/01/2005 03/01/2005 VIOL
00 IF 03/08/2005 000-013-000 O 3/19/2006 12/30/2005 POST
00 OFPO 12/30/2005 000-012-000 1 2/30/2006 11/01/2006 EXPI
More...
F3=Exit F6=Add docket F7=Facesheet F8=N otes  F10=Print Options
F11=Menu bar F12=Cancel F14=Recalculate F20= Add Local F24=More keys...

4.2.3 Parole Board Closes Interest _: If there has been a Parole Board involvement
within the same cycle as a local sentence, but the Board was not notified of the local
sentence, and all Board cases have expired while offender is serving a Local sentence
or prior to receiving a new Local sentence the Board will have closed their interest in the
case. Jurisdiction would return to the Local Supervisory Authority.

Step 1 — Admit offender to Post and add new LC ‘O’ sentence line using option 7=add
sentence (taken from new Local Control PPS Order). The status will show Post
Prison/BRD.

Step 2 - Press F15=Post Supv Over (Shift F3). This will bring up the Supervisory
Authority Override for Post Offenders’ screen.

Step 3 - Tab down to the ‘Override reason’ field, type in reason PBCI (Parole Board
Closed Interest) or F4=Prompt for list of override reasons. Tab to ‘Override date’ field
and type in date of override which is the date offender is released. Press enter to
process, you will receive message ‘LC PBCI record added’. Press enter to return to
‘W/W Offenses’ screen. The status will now show Post Prison/LC. If not, press
Fl14=Recalculate to correct status.

Chapter 4 - 08-23-2012.doc 6
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4.2.4 Local Control Back to Board __: When there has been a Parole Board
involvement within the same custody cycle as a local sentence, all Board cases expired
and it became the jurisdiction of the Supervisory Authority and then a new Parole Board
charge occurs, jurisdiction would return to the Parole Board.

Stepl — Go to the W/W Offenses screen, type offender’s SID # on ‘Offender’ line, and
press enter to bring offender record to screen.

OPS230I Corrections Information Systems (TEST) 12:25:15
MCCARTHY Work with Offenses 2/22/07
Offender: 1234567 Test, Offender Record key:

Status: PostPrison/LC DESC Deschutes Coun
DNA Collection Required
Enter option... C
2=Change 3=Copy offense 4=Delete
7=Add sentence 8=Conditions 9=Custody units
OFF# DOCKET CNTY ORS ABBREV O
CS Type Begin date Length M
01 99CR0062AB/1 DESC ROBB | 1
00 IF 03/23/1999 000-090-000 O
00 OFPO  07/21/2005 000-014-000 O
02 109602928/01 LANE BURG II 1
00 LF 06/23/2006 000-006-000 1
00 OFPO  12/22/2006 000-006-000 O

F3=EXxit F6=Add docket F7=Facesheet *F8=N
F11=Menu bar F12=Cancel F14=Recalculate F20=

ty Adult Parole

ustody cycle.... 1

5=Display

17=Add LC

RS NUMBER SG SANC SGDO
axdate  Term date Code
64.415 Y Y

7/21/2006 07/21/2006 POST
9/20/2006 09/20/2006 EXPI

64.215 Y N
2/22/2006 12/22/2006 POST
6/21/2007

Bottom

otes  F10=Print Options
Add Local F24=More keys...

Step 2 — Add new Board ‘O’ sentence line using option 7=add sentence (taken from

new Board PPS Order).

Step 3 — Press F15=Post Supv Over (Shift F3). This will bring up the Supervisory
Authority Override for Post Offenders’ screen.

Offender: 1234567 Test, Offender
Status: PostPrison/LC DESC Deschutes Coun

F3=Exit F4=Prompt F5=Refresh
F9=Retrieve F11=Menu bar F12=Cancel

SNT231l Corrections Information Syste ms (TEST) 12:26:32
MCCARTHY  Supervisory Authority Override for P ost Offenders 2/22/07
CHANGE

ty Adult Parole

Override location... LC Only LC currently valid for location
Override reason..... PETN
Override date....... 9/20/2006

Chapter 4 - 08-23-2012.doc
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Step 4 — Clear all three data fields by tabbing down to each field and space over typed

information press enter to save.

SNT231l
MCCARTHY

Corrections Information Systems
Supervisory Authority Override for P
CHANGE
Offender: 1234567 Test, Offender
Status: PostPrison/BRD DESC Deschutes Coun

Override location... LC  Only LC currently valid
Override reason.....
Override date.......

F3=Exit F4=Prompt F5=Refresh
F9=Retrieve F11=Menu bar F12=Cancel
12758504/ record updat ed.

12:29:37
2/22/07

(TEST)
ost Offenders

ty Adult Parole

for location

Press enter to return to ‘W/W Offenses’ screen. The status will now show Post
Prison/BRD. The history will remain. If the status is not correct, press F14=Recalculate

to correct the status.

OPS230I
MCCARTHY

Corrections Information Systems
Work with Offenses

Offender: 1234567 Test, Offender

12:31:49
2122107

(TEST)

Record key:

Status: PostPrison/BRD DESC Deschutes County Adult Parole
DNA Collection Required
Enter option... C ustody cycle.... 1
2=Change 3=Copy offense 4=Delete 5=Display
7=Add sentence 8=Conditions 9=Custody units 17=Add LC

OFF# DOCKET CNTY ORS ABBREV O
CS Type Begin date Length M
01 99CR0062AB/1 DESC ROBB | 1
00 IF 03/23/1999 000-090-000 O
00 OFPO  07/21/2005 000-014-000 O
02 109602928/01 LANE BURG II 1

RS NUMBER SG SANC SGDO
axdate Term date Code
64.415 Y Y

7/21/2006 07/21/2006 POST
9/20/2006 09/20/2006 EXPI
64.215 Y N

00 LF 06/23/2006 000-006-000 1 2/22/2006 12/22/2006 POST
00 OFPO  12/22/2006 000-006-000 O 6/21/2007
03 07CRO0073AB/1 DESC MURDER 16 3115 Y N
00 IF 12/30/2006 002-000-000 12/29/2008 02/22/2007 POST
00 OFPO 02/22/2007 002-000-000 02/21 /2009
Bottom
F3=Exit F6=Add docket F7=Facesheet *F8=N otes  F10=Print Options

F11=Menu bar F12=Cancel F14=Recalculate F20= Add Local F24=More keys...

Note: If user returns to the F15 override screen, the data from the previous LC override
should be there.

SPECIAL NOTE: If you have a record that is not sho
status, and does not meet the criteria of Division
correcting the status by pressing F14=Recalculate.
see if this is an AIP or Trans Leave to Post Prison
contact the Help Desk and ask for a ticket to Devel

wing the correct BRD or LC
75 of the Parole Board Rules, try
If this does not work check to
case. If this is so then please
opment.

Remember when you use the override that it will car
cycle to another.

ry over from one custody
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4.3 DESCRIPTION OF PAROLE AND POST-PRISON CLOSURES

There are three categories of offenders under the Board’s jurisdiction: 1)Pre-Ballot
Measure 10 parolees- who committed crimes before December 4, 1986; 2)Ballot
Measure 10 parolees-who committed crimes December 4, 1986 through October 31,
1989; and 3)Post-Prison Supervision-who committed crimes November 1, 1989 and
after.

In categories 1 and 2 no O line will show in the DOC 400 as these are parolees at
release from the institution. The DOC 400 will only show with an I line. In category 3,
these are Sentencing Guideline cases that will be Post Prison Supervision and will show
both an I line and an O line. An offender can have both Parole and PPS cases (status
Post Parole).

4.3.1 Pre-Ballot Measure 10 parolees : (Crime was committed before 12/4/86) The
Board normally orders 6 or 12 months parole supervision on these offenders. The
tentative parole discharge date (TPD date) is the earliest date the Board will consider
discharge from supervision. Discharge prior to the maximum sentence expiration date
requires a closing summary to the Board from the parole officer; or if additional
supervision is deemed necessary, a report requesting extension is sent to the Board. If
the Board orders discharge prior to the maximum expiration date, the Board forwards a
Discharge Order to the field office as notification. When the Board extends supervision
to the maximum expiration date, the Board will automatically discharge the sentence,
with notification to the supervising field office and Central Records (Notification of File
Closure form). A closing summary is not sent to the Board on sentence expired cases.

4.3.2 Ballot Measure 10 Parolees : (Crime was committed 12/4/86 through 10/31/89)
This group of offenders remains on active (supervised) parole for a minimum of 6
months and a maximum of 18 months except certain sex offenders, who remain on
active supervision to the expiration of their sentence. Murder, Aggravated Murder, and
Dangerous Offenders are required to serve 36 months active supervision. The Board
will consider moving the offender to unsupervised status when the parole officer sends
the Board a positive recommendation. No closing summary is sent to the Board. The
Board forwards to the field office a status change form indicating movement from
supervised to unsupervised status as notification of this decision. The case is then
moved to Inactive (UNSU) status on CIS. Modify the EPR per your county policy. When
the offender’s maximum expiration date is reached, the Board will notify the field office
and Central Records (Notification of File Closure Form). The Board will monitor length
of time offender is on parole and will automatically close interest in case at end of
sentence.

4.3.3 Post-Prison Supervision : (Crime committed 11/1/89 and after) These offenders
are sentenced under Sentencing Guidelines. They receive a sentence to prison with a
period of Post-prison supervision (12, 24, or 36 months) in the community beginning
upon release from the institution. The minimum supervision period for PPS offenders is
generally % of the total amount of PPS ordered by the Court (i.e. 36 months ordered by

Chapter 4 - 08-23-2012.doc 9
Description of Parole & Post-Prison Closures Last Revised on: 08/23/2012
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the Court receives 18 months minimum supervision, etc.). Murder, aggravated Murder,
and Dangerous Offenders serve a minimum of 36 months supervised supervision.
Certain sex offenders serve up to a 20 year sentence, which includes both the period of
incarceration and the active supervision period. The Board tracks the post-prison
expiration date (PPS EXP DT) and does not need a report from the parole officer when
this period has ended. The Board will notify the supervising office and Central Records
when supervision period has expired using the Certificate of Expiration form.

4.3.4 Unsupervised Status : With the implementation of SB 139, Ballot Measure 10
Parole cases and Post Prison cases are not eligible for unsupervised status. The Board
will provide field offices with a list of offenders who will reach their minimum period of
supervision the month before that date. The offender automatically goes to
unsupervised status unless the parole officer recommends supervision to continue. If
recommending the offender go to unsupervised status, the parole officer sends an
Option 23/24 report (Parole/PPS Inactive Supervision) to the Board, the offender, and
Central Records. If recommending the offender continue on supervision, the parole
officer must send the Board a request that supervision be continued via t-type, fax,
letter. Pre-Ballot Measure 10 cases do not qualify for unsupervised status. A
recommendation for Board consideration on Pre-Ballot Measure 10 cases will in fact
result in discharge of the sentence (closing the case out with no re-activation possible).
Upon moving the offender to unsupervised status in CIS, the EPR is modified per your
county policy.

If there is still an active probation running at th e time the Parole or PPS is placed
on unsupervised status, the PPS sentence line is cl  osed to UNSU but the body is
left open. If the supervising officer receives a hit on an offender on unsupervised status
indicating he/she has been arrested, the officer may request that the Board re-activate
the Parole/PPS supervision.

Chapter 4 - 08-23-2012.doc 10
Description of Parole & Post-Prison Closures Last Revised on: 08/23/2012
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OPS CHAPTER 5 — LEDS / WEBLEDS / EPR ENTRY

Please read entire section before beginning any wor k.

5.1 LEDS REPS BY COUNTY - See General Information P ages

5.2 LAW ENFORCEMENT DATA SYSTEM (LEDS), GENERAL INF ORMATION

The Department of Corrections most often uses LEDS when an intake is done on a new
offender, to obtain the State ID # (SID #) and full criminal history, to enter and maintain an
EPR, or to perform a warrant check. The LEDS Manual gives detailed information on
LEDS. It may be found as a hard copy in your office or on-line at:
www.oregon.gov/OSP/CJIS (on the menu, left side, click on ‘LEDS Documents.” See your
LEDS rep for Username and Password.)

In the LEDS Manual, see Chapter 3 ‘Agency Address Codes’ for the ORI's of Law
Enforcement Agencies, Courts, and Institutions throughout the state of Oregon. (You can
also locate the ORI’s of P&P Offices on the General Information page and the County
Directory page of the Community Corrections Directory.) On the website’s left-hand side
menu, the NCIC Code manual is available. Within this code manual are the Uniform
Offense Codes, where the NCIC codes, listed by category, can be found for use in EPR’s
(or see OPS 6 for ORS # Listing with NCIC codes).

5.3 WEeBLEDS, GENERAL INFORMATION

Most County P&P offices access LEDS through WebLEDS at https://ccwebleds/. State
P&P offices (Douglas & Linn) access LEDS though WebLEDS at https://docwebleds/. As
of this writing, Marion, Multhomah & Tillamook counties access LEDS using their own
LEDS Server. The WebLEDS Manual is accessed on the WebLEDS website and will
assist you in performing the LEDS tasks using WebLEDS.

Your LEDS representative will grant you access to WebLEDS by providing your Username
and initial password. You may change your password whenever desired following the
directions in the Management category, “My Account Info.”

Enter your user name and copy the passcode from your RSA token and press enter. (This
step is for Community Corrections Offices [County & State] that do not have their own
server. Marion, Multnomah & Tillamook should check with their LEDS Reps for logon
instructions.)
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Table of Contents


Offender Profile System (OPS) Training Manual

This is the main WebLEDS working screen:

Admin I - WebLEDS Administration

Hide | Hide this Windew

leds ID:
User ID:
Printer:

View Responses - {Esc Key)

View Saved Responses
View Delsted Responses

View Attachment Fles

My Favorites: [myackson
-F1: QLW - Want by SID
-F2:EPR

-F3:EN-EFR SUPP

- F4: MPR - Modifv EPR
-F5: XN -XCEL SUPP

-F5 XPR - Xcel EFR

~F7+ AM - Admin Msg
-F8: DLW -DMV by OLN
-FS:QWED - CCH by Name

=

@ 990009

Web LEDS

Criminal Justice
Law
Enforcement Data
System

OREGON OREGON

@090 0009

The left side of the screen, the blue area, is the Navigation window. This window includes
the response keys, My Favorites (list of favorite/frequently used masks), Mask Menus, My
WebLEDS (user profile tasks), access to State Systems & Directories, Manuals, and

formatting options.

To access the mask desired, click on the mask in My Favorites, or enter the mask name (if
known) into the ‘Go to Mask’ box, or click on the link to the alphabetical or categorized

menu of masks.

The MKE, INI, ORI, REQ and PUR fields can be set up to auto-fill on all masks. Refer to
the WebLEDS manual or your LEDS rep for set-up.

Example: The screen below is used to request a CCH by SID number, using the RR
mask. The MKE, INI, ORI, REQ & PUR (in red) are required. The fields are described off
to the right side of each field. Refer to the LEDS Manual for questions about a specific
field. Fill out the required information and click the ‘Submit’ button at the bottom of the

page.

-F8: DLW - DMV by OLN
-EF%: QWHD - CCH by Name
-F10:1Q - Coim ID Inquiry
-F11:1AQ - NS Inquiry
-F12:RR -CCH by SID'FBI

- ShffF1 - W - Want by Name

- BhitF2 : QPR - EPR w/ISIS

- BhftF3: List of LNUs per MEX
- BhffF4 : SPLIT

Mask Menus:

-Go To Mask:
- Alphabetical Masks Menu
- Categorized Mask Menu

My WebLEDS:

-Logoff

- 5w Account Change Password
- Display SentReceived Logs

- Change Besponse Buttons
-Chanze Prnter

-Change Colors & Fonts

- Change Field Pasta Values
-PDA Password Card Mame

‘Crimiual Records Inquiry - RAP Shee‘tl

MEE:

PUR:

RSN:

|F‘\R = RAP Shest vI

Message Key
Crperator Initials
ORI Number

Requestor Name (DPSST or Lastname, Firstname)

C = Criminal Justice Purposes » | Purpose Code

Either SID or FBI must be selected:

SID Number

EBI Number

X

Feason for Requesting CCH
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To view responses, click the ‘View Responses’ button. WebLEDS will navigate to this
screen. From this screen all responses can be viewed, deleted, saved or printed. Users
can select multiple responses by clicking the “Check” box; this allows the user to delete,
save or print more than one response at a time. To view, delete or print just one response,
click the appropriate button on the line of the particular response.

g

Admin |_vehLEDS Administration Total Responses: 7

Hide | sracamievwios DebieALL || PamALL || CheskALL || PrintChecked | | Poni Checked'= | | Deleis Checked | Save Checked | [Pr/Del Chesked
Leds ID: Use ALTHletter to activate VIEWW button:
User ID: ._ : - —
e |check | View Delete | Print | Date | Time | De

View Responses - {Esc Key)
View Saved Responses
View Deleted Responses
View Mtachment Files

My Favorites: [mjackson

-F1

3:EN . EPR SUPP

52 XN - XCEL SUPP:

: QLW - Want by SID
:EPR

< MPR - Modif EPR

T XPR-Xcel EFR

~F7: AM- Adiin Msz
~F8: DLW - DMV by OLN
_F9; QWHD - CCH by Name
~F10-1G - Crim ID Inquiry
F11:1AQ- INS Inquirv

DekieALL || PintALL || CheckALL || PritCheoked | | Prnt Checked:= | Delets Checked | Save Checked | |Pi/Del Chesked

The screen below is a view of a response once it is opened. It can be deleted or printed
from this view using the buttons above the printout.

Use ALTHetter to activate buttons:
s<Delete | b=REPO | o=Prmt | d=Frni=
k=RAP/SID | |=RAP/FBI |m=QLW/LNU

Admin | WebLEDS Administration
f=Next

n=0DMV

I g=Submit | h=Paste Req
0= VIN/LIC | p=Send AM

e=Previous

Hide | Hide this Window

Leds ID:
User ID:
Printer:

View Fesponses - (Esc Key)

View Saved Responses

View Deleted Responses

OPS5 - LEDS/'WEBLEDS/EPR Entry 3
Last revised on: 05/23/2013
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5.4 WEBLEDS MASKS

Users can select which masks appear under the “My Favorites” section of their screen.
This allows users to have quick access to the masks they use most frequently. Refer to the
LEDS Manual for instructions on how to modify your ‘Favorites’ selection.

A list of all masks can also be accessed by clicking on the appropriate link under the
“Masks Menu” option. Users can choose to view the list sorted alphabetically, or by
category.

Some examples of masks frequently used by Community Corrections users:
Full Criminal History: QWHD, RR, FQ and IQ are the standard masks.
Warrant Checks can be accessed via QW and QLW.

EPR masks include: QPR, EPR, MPR, EN, XN, and XPR.

To find an Oregon Inmate’s photo: Enter the following transaction using the freeform mask
(FREE): CPQ.OR.SID/########.IMQ/Y

5.4.1 CREATING AN EPR

To enter an EPR, use the QPR or EPR mask. An offender must have a permanent SID
(State Identification) number before an EPR can be  entered in LEDS. The system will
not allow users to create an EPR using a Temp SID (Block # assigned by DOC400).

Many fields will not accept certain punctuation marks. For example, users should not use
periods (.) in any field (other than the Supplemental Info fields) or the record will be
rejected. Another rejection comes from users entering a forward-slash (/) in the OFN field.
If the description of the crime in AS400 has a (/), omit it when entering the OFN field
(“Tamp w/ witness” would become “Tamp with witness”). For a full list of restrictions, see
the individual field descriptions at the end of Chapter 14 of the LEDS Manual. As a general
rule the characters: period, single quote, double quote and forward-slash are either rarely
or never allowed.

Only one EPR can be entered into LEDS on any given  client . Therefore, if another
agency (Juvenile Corrections, Federal Corrections, PSRB etc) already has an existing EPR
in LEDS, you have a few options. You can try to contact the other agency and see if they
would be willing to cancel their EPR so that you may enter your own (sometimes works with
Juvenile, almost never works with Feds) or you can enter an “Investigative Interest” on the
other agency’s EPR using the Ell (eee-eye-eye) mask. To read more about this and to see
steps to enter an Investigative Interest, see chapter 27 of the LEDS Manual (check with
your county’s LEDS Rep if you need help accessing the LEDS Manual).

A quick way to enter an EPR is using the QPR mask. This mask is set up strictly for
Community Corrections Offices and pulls general description information from AS400 into
the EPR. All info is required, except the MIS field & Supplemental Info fields. LEDS pulls
the PO info (hame, phone #s) from the LEDS Admin List based on the MBX # entered.
Entering info into the MIS field is optional, a county-by-county decision.
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The following example uses the QPR mask.

Step 1 — Go to WebLEDS, from your main menu, type ‘QPR’ in the ‘Go To Mask’ box,
press enter to bring up the ‘Dept. of Corrections — Offender EPR Entry’ screen; or if you
have added it to your ‘favorites list’, you can click on ‘QPR’ to go to the ‘Dept. of
Corrections — Offender EPR Entry’ screen.

Step 2 — The following screen is the ‘Dept. of Corrections — Offender EPR Entry’ screen

. 1=
Admin | ehLEDS Administration

Hide |_tide this Window

iDept. of Corrections - Offender EPR Entryl

Leds T
User I
Printe )

Wiew Responses - (Esc Hey)
View Saved Responses
View Deleted Responizes

Miew Attachment Files

Aly Favorites: [injackson]
-F1: QLW - Want by SID

-F6: XPR - Xcel EPR
-EF7: AM - Admin Mg

MIE: | QPR = Offender EPR Entry = |

INL
ORIl
RE

so: [N

OFF: i_ - Loolup
OFN;
RTP: | select -- LI
OCA:

|

]

MBX: -Laoolup

W

EXP:

Message Key

Operator Initials

Agency OFI Number

Name of Requestor

State ID Number

Uniform Offense Code

Offensze Name

Record Type

Crizinating Azency Case Number
Parole Officer MBX - LEDS Device ID

Sentence Expiration Date (YYYYMMDD)

_F8- DLW - DMV by OLN =]
-F9: QWHD - CCH by Name
SF10: 1Q - Crim 1D Inquiry
_F11:1AQ - INS Inquiry
-F12; RR. - CCH by SID/FBI
- Shftfl: W - Want by Name ‘.,_l
- 'ShitF2 - QPR - EPR w/ ISIS

- ShftF3 - List of LNUs per MBX
- ShftFd - SPLIT

MIS:

Submit | Submit & Log | Show Transaction Clear Form |

MKE: Auto fills with QPR= Offender EPR Entry

INI:  Auto fills with your initials; if it doesn’t, enter your initials

ORI: Auto fills with your county ORI; if it doesn’t, then enter agency ORI Number

REQ: Auto fills with name of requester; if it doesn’t, enter your name

SID: Enter Offender’s SID #

OFF: Enter in Offense NCIC # (see OPS 6 — ORS Listing with NCIC codes; be sure to use
the most serious crime if multiple convictions.)

OFN: Enter Offense Name, abbreviate name of crime if needed & omit the forward-slash
“/” if there is one in the crime description in AS400 (Ex. Interfere W/ Peace Officer
would become “Interfere with Officer”, “Interf with Peace Officer” or something else
that does not include the forward-slash.)

RTP: Click on drop down arrow, select appropriate RTP Code

OCA: Enter Offender’s SID (important to enter SID # again — do not use any other
number in this field)

MBX: Enter the PO’s LEDS mailbox if used; otherwise the system will automatically enter
the 3-letter mnemonic for your ORI.

EXP: Enter the longest running expiration date using format yyyymmdd

MIS: Enter misc. information per your county policy. If entering conditions, use a hyphen

or an asterisk to separate conditions. If the LEDS mailbox was used in the MBX
field, the PO’s name & phone numbers will auto-fill in the PON, POD, POE & POO
fields. If a space was used in the MBX field, the PO’s name & phone numbers will
need to be manually entered, followed by any conditions.
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AKA: Enter any aliases associated with the offender

DOB: Enter any additional DOBs associated with the offender

SMT: Enter any additional SMTs associated with the offender

MNU: Enter any additional ID #s associated with the offender (OOS SIDs, INS #, etc)
SOC: Enter any additional SOCs associated with the offender

MON: Enter any monikers (nicknames) associated with the offender

CMC: Enter any additional caution codes necessary

CND: Enter conditions of supervision (w/ no supporting text), per your county policy
CNDC: Enter conditions of supervision (w/ supporting text), per your county policy
CNDT: Enter the supporting text for each CNDC entered above, per your county policy

= Unlike the EN Mask discussed below, users can enter up to nine entries in each of
the supplemental info fields (Ex. 9 AKAs & 9 DOBs & 9 SMTs, etc) using the QPR
since each of those fields is submitted to LEDS as a separate transaction.

= For more information on the difference & appropriate uses of the CND, CNDC &
CNDT fields, please see subsection 5.4.2 later in this chapter.

Step 3 — Press ‘Submit’ button to send to LEDS. All other descriptive information (Eye
color, hair color, height, weight, etc) is pulled from the DOC400.

Users can also enter an EPR using the EPR mask, filling in required info (all fields down to
the License Data Set excluding CHG, DES, EXP, ADR, CIS, ZIP, POB and FPC).

Once an EPR is entered, two things are required in order to modify, enter or delete
supplemental information, or cancel the EPR. Users will need:

1. The exact name as shown on the EPR

And

2. Either the OCA # (which should be the SID#) or the LNU #.

If there are multiple records for the same offender (ex. S/O Regist, Restr Order, Warrant,
etc), then the LNU # must be used to make any changes as the LNU # identifies the
specific LEDS record — in this case, the EPR.

5.4.2 ADDING SUPPLEMENTAL INFORMATION (Use the EN Mask)

If not entered using the QPR mask, this mask can be used to enter AKA’s, DOBs, SOCs,
SMTs, MNUs, monikers and conditions after the EPR has been created. Descriptive
Supplemental Information is required by LEDS to be entered into an EPR. Conditions are
optional and entering those is a county-by-county decision. NOTE: In order to enter
supplemental information in the EN mask, there must be an original identifier in the body of
the EPR. For example, in order to enter an additional SMT on the EN Mask, there must
already be a SMT listed on the EPR.

A maximum of nine identifiers within a particular field can be entered & a maximum of nine
total supplemental entries are allowed per EN transaction. So you can enter up to nine
AKAs at a time, or a combination of nine total AKAs/DOBs/SMTs at a time. Be sure to use
a period (but no space) between each identifier.
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DOB - yyyymmdd.yyyymmdd
SOC - 999889999.888998888

The following screen is the ‘Enter Supplemental Info’ screen:

AKA - Public,John.Public,Jon Q. (Last,First.Last,first middle.)
SMT - SC L ARM.SC R ARM.TAT LF ARM

Adrnin | - WebLEDS Administration

Hide | _Hide this Window

Leds TD:
User ID:
Printer:

View Responses - {Esc Key)

View Saved Responses

View Deleted Responses

View Attachment Files

|Enter Supplemental Infol

MEE: IEN = Enter Supplemental Info ;I

orr:

NAM: |
OCA —or- LNU is required:

Message Key
OFI MNumber

Name

Orizinating Agency Case Number

LEDS Number

My Favorites: [mjackson

_F1: QLW - Want by SID ] Supplemental Fields {mav enter up to @ values in each field, separated by a period, no carriage retuns)

F2EPR =
-F3:EN-EPR SLPP —I
-F4:MPR -Modify EPR AKA:
-F3: XN _XCEL SUPP
-E6: XPR - Xcel EPR.
-F7:AM - Admin Msg
-F3: DLW - DAV by OLN
-F2: QWHD - CCH by Nams DOB:
-F10:1Q - Cam ID Inquiry
-F11 :IAQ - INS Inquiry
-F12:RE - CCH by SID-FBI
- ShftF1 - W - Want by Name
- ShftF2: QPR - EPR w/ ISIS SMT:
- ShitF5 : List of LNUs per MBX
- BhftF4 - SPLIT

Alias Name

Ahas Date of Birth (YT T TMMDD)

EE EE

Scars, Marks and Tattoos

]

There are limits to the total number of supplemental identifiers that can be entered for a
single EPR. Remember, only nine total identifiers can be entered using a single EN
transaction. So if you have 10 AKAs to enter, you’ll have to add nine in one EN
transaction, and the 10™ AKA in a second EN transaction.

AKA — Max of 99 AKAs

MON - Max of 9 MONs

SMT - Max of 20 SMTs

SOC - Max of 10 SOCs

MNU - Max of 10 MNUs

DOB - Max of 10 DOBs

CMC - Max of 11 CMCs

CND & CNDC - Max of 25 total CNDs and/or CNDCs
CNDT - Max of 25 CNDTs

Users have two options when entering conditions:

» Conditions without supporting text are entered using the CND field. Use the 4-letter
DOC400 code for these conditions. LEDS does not allow for duplicate entries
within the CND field (you can only enter each condition once).

Ex. No alcohol, no drug, no gambling
CND — NALC.NDRG.NGAM
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» Conditions with supporting text are entered using the CNDC & CNDT fields. Use the
4-letter DOC400 code in the CNDC field and free-form text in the CNDT field. LEDS
will allow duplicate entries for the CNDC field. This was done in case an offender
has more victim names, for example, than will fit into one CNDT field. Each CNDT
field is limited to 44 characters.

Ex. No contact w/ victim, curfew, no trespassing

CNDC - NCVI CNDT - Piggy,Miss.Grouch,Oscar
CNDC - CURF CNDT - 21:00 — 06:00
CNDC - TRES CNDT - Safeway Stores

This is a screen shot showing entry of the conditions in the previous example:

ADMIN [_WWebLEDS Administrarion

Hide | Hide this Window

Leds TID:
User ID:
Printer:

View Responses - (Esc Key)
i wed Fesponses
View Delsted Responses

View Attachment Fles

My Favorites: [jackson
~F1 QLW - Want by STD
EPR:

EPR SUPP

-T - Modify EPR
-F5: XN - XCEL SUPP
-Fh: XPR - Xcel EPR
-FT: AM - Admin Msz

TQ - INT TINIU o (AT AT

=
CMC: Caution and MMedical Conditions
MALC.NDRG.HGAM L_l
< Condition of Supervision
ND: .
LN __J {Dept of Corrections ONLY)
Condition Codes and user supplied Condition Text:
CNDC: |NCVI Text: |F‘igg'_u. Miss.Grouch, Oscar
cxpe: [CURF Text: [21:00 - 06:00
c~pe: [TRES Text: [Safeway Stares]
cxpe: | Text:|
exne: | Text:|

How to use the EN Mask:

Step 1. Enter ‘EN’ in ‘Go to Mask’ box or click on ‘EN’ from your favorites list to get to the
‘Enter Supplemental Info’ screen.

Step 2: Fill in the appropriate fields (refer to WebLEDS manual for detailed information).
Remember — max of 9 entries TOTAL per ‘EN’ transact ion!
NAME: Offender's Name exactly as it appears in EPR

OCA:

LNU:
AKA:

DOB:
SMT:
MNU:
SOC:
MON:
CND:

Offender’s SID # or

Offender’s LNU # (taken from EPR)

Enter up to 9 different names

Enter up to 9 different dates of birth

Enter up to 9 tattoos, scars or marks

Enter up to 9 miscellaneous numbers, using a valid MNU code.

Enter up to 9 different social security numbers

Enter up to 9 different monikers

Enter up to 25 total conditions, using 4-letter DOC400 condition code.

CNDC: Enter up to 25 total conditions, using 4-letter DOC400 condition code.
CNDT: Enter support text for CNDC conditions, 44 characters max per line.

Step 3: Click on ‘Submit’

Per your county policy, the other fields showing on the EN Mask can be used to add
other supplemental information.
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5.4.3 DELETE SUPPLEMENTAL INFORMATION (Use the XN mask)

Fill in Offender Name [as it appears on EPR] and either OCA # or LNU #.

On the appropriate field, fill in the information to be deleted. For example, if you want to
remove the AKA “Giant, Jolly Green”... you would tab down to the AKA field and type in
“Giant, Jolly Green” and click on ‘Submit’. Repeat this for all other supplemental info you
want to remove from the EPR.

The CNDC & corresponding CNDT have to be removed together as a set & EXACTLY as
originally entered. For example, if you wanted to remove NCVI - Piggy, Miss... you would
have to remove them both at the same time in the same transaction. If you had two names
in the CNDT field but wanted to remove only one, you must remove them both; you cannot
remove only one. Remove them both, then re-enter with the name that needs to stay on
the EPR.

Remember — max of 9 entries TOTAL can be removed pe r ‘XN’ transaction!

5.4.4 MODIFY AN EPR (Use the MPR mask)

Use this screen for updating/changing any general EPR information (except Supplemental
Info — see ‘Adding Supplemental Info’ section above), for transferring the offender to
another county, or if offender is admitted to Local Control. Users can only modify EPRs
which are listed under their agency’s ORI.

NOTE: Be very careful when scrolling in the MPR mask. If your cursor is inside a scroll
box, use the tab key or click outside the box after making your entry and before pressing
enter.

Step 1 — Enter ‘MPR’ in the ‘Go To Mask’ box or click ‘MPR’ from your favorites list to get to
the ‘Modify Corrections Client’ screen, the cursor will be on the ‘Name’ field.

AdMin_ | \WebLEDS Administration iModify Corrections Clie]]tl

Hide |- Hide this Window
Leds ID: MKE: |I\'IPR = Modify Corrections Client _v__| Message Key
ox:: [ o unbec
Printer:

NAM: | Name (Last First M)
View Responses - {Esc Key)

Aot s re i
View Saved Responses
e e 0CA: Originating Agency Case Number

Delsted Responses

View Atachmert Files LNU: Leds Number
|| Fields to be Modified (Enter "*" in Field to Delete):
i-[cco Délete (LIC Group) end (VIN Group)
MKE: |-selsct- - New MKE (EFRC or EPRP)
ORI: ORI Number

Fill in:
NAME: Offender’'s Name as shown on the EPR
OCA: Offender's SID # or
LNU: Offender's LNU # (from the EPR) (use LNU # if modifying EPR when multiple
records exist... Sex Offender Registration, Warrant, Restraining Order, etc)
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Step 2 — Tab to appropriate field(s) to be modified, type in changes. Examples below:

A-
B-
C-

To change date of expiration: DOE: enter new date

To change type: RTP: enter new type from dropdown list

To add an MNU if none yet entered: The first two characters must be a valid
MNU code from the Personal Descriptors chapter of the NCIC 2000 Code
Manual. The third character must be a hyphen. Entry of only zeros is prohibited
in positions 4 through 15

To transfer to another county or remove mailbox: MBX: enter an asterisk (*) or a
space which will remove whatever MBX # is currently in that field

If transferring from a caseload that had more phone #s than the new caseload
has, enter “*” or a space in each field that the new caseload lacks. For
example, if the old caseload had a phone number in the POO field, but the
new caseload does not have a POO number, enter “*” (or a space) in the
POO field to clear the old number out.

Offenders who have been revoked for less than 12 mo  nths (Local Control):
Remember, you can only modify an EPR if it is listed under your agency’s ORI.

Update:

RTP: Change to FLC (per your county policy)

MIS: Add “Offender revoked to (enter which jail) jail” (per your county policy)
Examples: If O is in Multnomah County jail, fill in the following fields:

MBX: Enter an asterisk **’ or a space

ORI: OR026033G;

MIS: Local Control Offender if any contact call 988-3801 ask for duty officer after hours

988-3230.

If offender is in Clackamas County jail, modify the ORI field to OR003013G.

Transferring EPR to another county:
Modify the following fields using the appropriate info from the other county.

ORI:
MBX:

MIS:

PON:

POD:
POE:

enter receiving county’s ORI #

enter an asterisk (*) or a ‘space’, [the system will automatically change from old
MBX to receiving county’s 3-letter mnemonic ID]

enter new PO name and telephone # (if provided by other county), otherwise

enter “_XXXX County Community Corrections” along with that county’s contact

phone number

enter an asterisk (*) or a space to clear your county PO information
enter an asterisk (*) or a space to clear your county PO information
enter an asterisk (*) or a space to clear your county PO information

POO:

enter an asterisk (*) or a space to clear your county PO information
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Running a list of all EPRs attached to a specific M BX:

The QLW mask has two options; Wanted Persons by Name, or Wanted Persons by
Mailbox. If you enter “QLW” in the ‘Go To Mask’ field, both options will pop up. Simply
select the “By Mailbox” option, enter the MBX in question and submit your query. You will
receive a response listing the LNU # of all records associated with that MBX. (There is
currently no option to receive a response back that lists names or SID #s.)

Transferring EPRs from one caseload to another with in your own ORI:

The MMBX mask allows users to migrate ALL EPR records from one MBX to another.
This can be especially helpful when you need to change all EPRs assigned to PO Smith
over to PO Jones. Instead of having to pull up each EPR & modify it individually, this
allows you to modify them all at once. When run, the transaction will change the MBX, the
PON, POD, POE & POO fields on all EPRs that were associated with the old MBX.

The following is the ‘Corrections MBX to MBX Transfer’ screen:

=

Admi i 2 o 1 5 = =
_AdMIn |, WebLEDS Adminisraton !Correctmns MBX to MBX Transfer

Hide | _ Hide this Windew

Leds ID: ( MEE:  |MMBX = MBXto MBX Transfer = | Messaze Key
o ID:

St.“ ) ORI: E ORI Number
Printer:

FROM: | From Mailbox ID
T Eag i B
View Responses - (Esc Key) 10: | Tt To Mailbor I
View Saved Responses
_ PON: | PO Name
View Deleted Responses
View Piachment Ples POD: | Parole Office Day Phone Number
POE: | Parole Office Evening Phone Number
My Favorites: [injackson] o
“F1- QLW - Want by SID POO: | Parole Office Other Phone Number
-F1 EPR :
-F3:EN-EPR SUPP . . .
_Fi:M\PR - Modifv EPR Submit | Submit & Log | Show Transaction Clear Form

IS - %AT ICET CSTTRD

Step 1 - Enter the current MBX in the ‘From’ field
Enter the new MBX in the ‘To’ field
Tab to the next field; the remaining fields should auto-populate with the
info associated with the new MBX you just entered. This info pulls
from the LEDS Admin Tables. If the info is not correct, talk to your
LEDS Rep to have it fixed.
Step 2 - Click ‘Submit’
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Modifying a Sex Offender EPR to designate a Predato  ry Sex Offender:
At this time, when using the EPRP mask, the EPR automatically shows as Sexually Violent
Predatory, rather than simply Predatory.

The SOSN Executive Board has requested all counties manually modify all S/O EPRs where
the EPRP mask was utilized to designate the offender as predatory-only . This means all

current records and any new records will be manually modified until a programming request can

be submitted to LEDS by OACCD and SOSN. The two fields to be modified are the CMC field
& the MIS field.

To modify, use the MPR mask, enter the Name and the LNU for the offender.

* MKE field: select EPRP.

* MIS field: add “Predatory Sex Offender”, the PO contact information and any other

additional information per county policy.

* CMC Field: enter “01” for ‘Other’

» Click on ‘Submit’.
[The exception would be if you have an offender who is designated sexually violent predatory. In
this case, you would use “30” in the CMC field & “Sexually Violent Predatory” in the MIS field.]

Changing a Predatory S/O (EPRP) back to a regular E  PR:
Generally, once an offender has been designated Pre  datory, the EPR
will always need to be an EPRP, even if the offende  r is not currently
being supervised for a sex offense.

The only time you would remove the Predatory designation is when the EPRP is
entered in error and the offender is not a Predatory S/O, or if you receive notification
from the Parole Board that the Predatory designation has been removed. (You might
also want to have the PO verify with Board as well.)

To modify and remove the Predatory designation:
« Modify the MIS field to remove “Predatory S/O” wording
« Modify the MKE field using Free Form: MPR/ORI/NAM/LNU/MKE/*
0 (see LEDS Manual on how to use Free Form):
+ Remove the CMC designation using the XN mask: XN.NAM/OCA/CMC/*

Unsupervised Sex Offender (RTP code = USO)
If your office chooses to modify the RTP code to reflect an unsupervised sex offender:

« Using the MPR mask, copy the code from the OFF field and paste in the CHG

field
« Copy the info from the OFN field and paste in the DES field
« Submit your transaction
« Now use the MPR mask again, this time modifying the RTP field to USO
« Submit your transaction
The EPR should now reflect Unsupervised Sex Offender instead of Felony Probation,
Misdemeanor Probation, etc.
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Offender returned from ABSC (Supervised Case):
After the warrant is cleared, change the RTP code.

* Change the RTP field to the PVP code

» Change the DOE field to reflect a date no more than 90 days out

* Add “PV Pending” to beginning of MIS field (this is an office-by-office
decision)

Violation Pending — No Judgment available:

LEDS created the RTP code, “PVP” (Community Corrections Offender - Violation Pending).
The purpose of this new code was to give Support Staff the ability to extend the DOE while
waiting for a violation hearing and/or a new judgment.

* Change the RTP field to the PVP code

» Change the DOE field to reflect a date no more than 90 days out (this is an
office by office decision).

e Add “PV Pending” to beginning of MIS field

If the PV Hearing still has not occurred by the end of the 90 days, extend it out again, as
necessary, no more than 90 days at a time. The PVP code does not function like the
ABSC code. EPRs will continue to fall off upon reaching the date noted in the DOE field.

5.4.5 TO CANCEL AN EPR (Use the XPR mask)

Use this mask to cancel an EPR on an offender who has gone to prison for more than 12
months or whose supervision has expired/terminated when there is no sex offender
information in EPR.

Step 1 — Enter ‘XPR’ in ‘Go To Mask’ box or click on ‘XPR’ from your favorites list to get to
the ‘Cancel Corrections Client’ screen. The cursor will be on the ‘Name’ field. Fill in
appropriate boxes below.

NAME: Offender's Name as shown on EPR

OCA: Enter Offender’'s SID # or

LNU: Enter Offender’'s LNU # (taken from EPR) — use for Sex Offenders

DOC: Fill in date of cancellation using YYYYMMDD

5.4.6 TO CANCEL A SEX OFFENDER EPR, WHEN S/O REGIST RATION IS IN EPR

In all cases, use the MPR mask and fill in Offender Name [exactly as shown on EPR] and
LNU #.

1. Supervision has expired/terminated:
a. DOE - change to date active supervision stops.
b. RTP - change to DSX to send registration info to State Police
c. MIS - ‘Sex Offender Registration Only’. If offender died, used died. In all cases,
remove PO’s name and number
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2. Supervision is revoked and offender is sentenced to an institution:
a. DOE - enter date offender sentenced to prison
b. RTP - change to DSX to send registration info to State Police
c. MIS - “Offender revoked, sentenced to institution” Remove PO’s name and
number.

3. Supervision goes to Unsupervised Parole/PPS
a. DOE - enter date offender goes unsupervised
b. RTP - change to USO to send registration info to State Police
c. MIS - “Offender unsupervised. If any contact call PO at (###)###-###H#.

4. Sex offense is discharged but offender still has other crimes
a. DSX EPR as noted above in #1 and enter non-sex offense EPR.

5.4.7 RTP CODES

ABS - Abscond FPA - Felony Parole

CND - Conditional Discharge FPR - Felony Probation

CPA - Compact Parole MPA - Misdemeanor Parole

CPR - Compact Probation MPR - Misdemeanor Probation

DIV - Diversion PPS - Felony Post-prison

DRG - Drug Offender PSB - Psych Security Review Board

DSX - Discharged SO w/Registration in EPR  PVP — Comm Corr Offender - Violation Pending ***
ESC — Escapee TPL - Temporary/Transitional Leave

FLC - Felony Local Control USO - Unsupervised Sex Offender ***

FMP - Felony = Misdemeanor *** . See section 5.4.4 on how to use

5.4.8 CMC FIELD, (CAUTION, MEDICAL CONDITIONS FIELD )

Section 20 of the ‘Personal Descriptor Codes’ chapter in the NCIC code manual lists each
of these CMC codes. The CMC field is located in the EPR just after the vehicle
information. The code 01 (other) is used for the predatory sex offenders along with
information in the miscellaneous field that specifies the caution. The code 30 is used for
Sexually Violent Dangerous offenders. If you have a specific caution indicator you do not
see listed, you may also use 01 and provide the specifics in the miscellaneous field.

5.4.9 MNU FIELD

The first two characters must be a valid MNU code from Chapter 15, the Personal Descriptors
chapter of the NCIC 2000 Code Manual. The third character must be a hyphen. Entry of only
zeros is prohibited in positions 4 through 15. (Examples of MNU # that might be entered are:
AR — Alien Registration number, Pl — Personal Identification number (Other state’s SID#), etc.)
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5.5 LEDS ENTRY - SEX OFFENDER SPECIFICS

As Oregon State Police has the responsibility of maintaining Sex Offender registration files
(ESX), it is no longer required that Community Corrections enter the registration info into
the EPR. It is possible with WebLEDS to enter Sex Offender Registration info into the
EPR, but not recommended.

If your present EPR still shows Sex Offender Registration and there is an address change,
discuss with the PO canceling the EPR and entering a new EPR without registration
information. Sex Offenders tend to move frequently and it can be confusing to law
enforcement when there are two addresses in LEDS (one in the Oregon State Police ESX
record and another in EPR). If your PO wants the address info kept up-to-date in the EPR,
use the MPR mask to update.

Once an EPR has been entered on a Sex Offender, all modifications, additions and/or
deletions of supplemental info, and cancellation of EPR must use the LNU # as the
identifier. Follow the directions for entering, modifying, adding supplemental information
and canceling EPR’s found on Pages 5 through 9 of this section.

5.6 SEX OFFENDER REGISTRATION INFORMATION

Sex Offender Registration LEDS records (ESX) are maintained only by Oregon State
Police. The most common registrations are the first (initial) registration, annual
registration, change of address registration and higher education registration. For
information on specific offenders and their registration requirements, contact Oregon State
Police, Sex Offender Registration.

5.6.1 SEX OFFENDER REGISRATION MOST COMMON QUESTIONS

»  WHAT IS THE “T RIGGER DATE” FOR REGISTRATION? This date varies by offender
depending on many factors and changes made over the years in statute. For
information on specific offenders and their registration requirements, contact Oregon
State Police, Sex Offender Registration.

»  WHO MAINTAINS REGISTRATION ON “I NACTIVE” OR “U NSUPERVISED” PAROLEES/PPS?
Oregon State Police is required by law to maintain LEDS (ESX) records on all persons
required to report for sex offender registration in Oregon, regardless of their
supervision status.

»  WHAT IF SUPERVISION FOR THE SEX OFFENSE ENDS BUT THE OFFENDER IS STILL ON
SUPERVISION FOR ANOTHER OFFENSE? Oregon State Police is required by law to
maintain LEDS (ESX) records on all persons required to report for sex offender
registration in Oregon, regardless of supervision status. As of 08/02/2011, offenders
who have been convicted of sex crimes can no longer register with the supervising
agency. They must report to a city police department, county sheriff’s office or Oregon
State Police office to register, usually in the county in which the offender resides. If
registration was entered on the EPR, cancel the EPR and enter a new EPR.
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WHO HAS REGISTRATION RESPONSIBILITY IF ALL SUPERVISI ON TERMINATES AND THE
OFFENDER LATER RETURNS FOR SUPERVISION ON A NEW OFFENSE? Oregon State Police
is required by law to maintain LEDS (ESX) records on all persons required to report
for sex offender registration in Oregon, regardless of their supervision status. As of
August 2, 2011, offenders who have been convicted of sex crimes can no longer
register with the supervising agency. They must report to a city police department,
county sheriff’s office or Oregon State Police office to register, usually in the county in
which the offender resides.

WHAT IF AN ALREADY -REGISTERED OFFENDER IS CONVICTED OF A NEW REGISTERABLE
OFFENSE? As of August 2, 2011, offenders who have been convicted of sex crimes
can no longer register with the supervising agency. They must report to a city police
department, county sheriff’s office or Oregon State Police office to register, usually in
the county in which the offender resides.

How DO WE HANDLE EPR’S ON OFFENDERS WHO ARE REVOKED AND SENT TO PRISON TO
AVOID THE AUTOMATIC “DSX” TO THE OREGON STATE POLICE?  As Oregon State Police
maintains all ESX LEDS records, go ahead and DSX the offender. When offender is
released from prison, enter a new EPR.

WHAT IS THE REGISTRATION RESPONSIBILITY OF OREGON OFFENDERS LIVING IN OTHER
STATES? The offender is to contact the Oregon State Police Sex Offender
Registration Unit for instructions on how to comply with the law.

WHAT ARE THE REQUIREMENTS ON AN OUT -OF-STATE OFFENDER WHO IS ACCEPTED HERE, IS
REGISTERED HERE, AND THEN RETURNS TO THE SENDING STATE? We close the EPR as
usual. Persons moving out of Oregon are required to complete a change of address
registration prior to leaving Oregon. They must report to a city police department,
county sheriff’s office or state police office in the county in which they last registered
while residing in Oregon. Failure to make this report can result in a warrant for Failure
to Register.

WHAT IS THE ADDRESS OF STATE POLICE SEX OFFENDER REGISTRATION UNIT?
Oregon State Police/Sex Offender Registration

255 Capitol St NE, 4™ Floor (Public Service Building)

Salem OR 97310

(503) 378-3720

ORI #OROSP0004

FOR MORE INFORMATION, REFER TO THE SEX OFFENDER RULE #14, TAB #92
For a list of offenses that require registration, see ORS 181.594.
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EPR EXPIRING REPORTS

Each month, LEDS sends out a report, broken out by county, which lists all EPRs

that will soon be expiring. County offices are to check the EPRs on their list to verify

that the EPRs listed truly should be expiring.

» If the EPR should be expiring, then nothing else needs to be done.

» If the EPR should not be expiring, users should research what the correct DOE
should be to keep the EPR from expiring and follow the correct process to modify
the EPR as needed.

EPRP REPORTS

Each month, LEDS sends out a report, broken out by county, which lists all EPRP
records in LEDS for each county ORI. County offices are to check the EPRP
records to verify that the offender truly has been designated by the Parole Board as
“Predatory”, “Sexually Violent Dangerous Offender — SVDQO”, or “SVDO-Predatory”
and that the appropriate code & designation are noted on the EPR.

When checking your lists, if either the CMC code is missing or incorrect; or if the
Parole Board’s designation is missing or not listed in the MIS field, modify the EPR
to correct the data.

» If the offender has been designated as Predatory, SVDO, or SVDO-Predatory,
then users should verify that the code “01” has been added to the CMC Field,
and the appropriate designation has been noted in the MIS Field.

» If the offender has not been designated Predatory, SVDO, etc or the Parole
Board has removed that designation (very rare)... then users should modify the
EPRP by removing any applicable wording in the MIS Field, removing the “01”
code from the CMC Field, and modifying the record from MKE type of EPRP to
EPR (see ‘Changing Predatory S/O Back to Regular EPR’ section above).
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OPS CHAPTER 6 - NCIC Codes

6.1 LISTED BY CRIME, ALPHABETICALLY

The following is a list of the NCIC codes tied specifically to the ORS used in the DOC400.
These NCIC codes are to be used in the EPR and ICOTS (Interstate Compact Offender
Tracking System).

CRIME CLASS ORS# SUB NCIC
ABANDON CHILD CF 163.535 3806
ABANDONMENT OF CHILD ATTEMPT AM 163.535 X 3806
ABUSE OF CORPSE | BF 166.087 7299
ABUSE OF CORPSE I CF 166.085 7299
ABUSE TO MEMORIAL TO THE DEAD AM 166.076 2 7299
ABUSE VENERATED OBJECT CM 166.075 7299
ADULT FOSTER CARE LICENSE VIOL CM 443.725 5599
ADULT FOSTER HOME INSPECT VIOL BM 443.755 5599
AGG DRIVING WHILE SUSPEND/REVK CF 163.196 5499
AGGRAVATED ANIMAL ABUSE 1 CF 167.322 6201
AGGRAVATED ANIMAL ABUSE | ATT AM 167.322 X 6201
AGGRAVATED VEHICULAR HOMICIDE AF 163.149 0909
AID IN FISH/GAME VIOLATION UM 496.695 6202
AIDING UNAUTHORIZED DEPARTURE AM 162.175 01B 4901
ALLOW MINOR TO VIOLATE CURFEW AM 419.720 7399
ALLOW MISUSE OPERATORS LICENSE AM 807.590 2699
ALTER BODY/DEATH INVESTIGATION BM 146.103 04 5599
ALTER DOCUM OF ANATOMICAL GIFT CF 097.982 2699
ALTERING REGISTRATION CARD CF 247.125 5999
AMBULANCE - UNLAWFUL OPERATION AM 682.015 2411
ANIMAL ABANDONMENT CM 167.340 6201
ANIMAL ABUSE | AM 167.320 6201
ANIMAL ABUSE I BM 167.315 6201
ANIMAL ABUSE | ATT BM 167.320 3X 6201
ANIMAL ABUSE C FELONY CF 167.320 04A 6201
ANIMAL ABUSE | IN THE IMMEDIATE

PRESENCE OF A MINOR CHILD CF 167.320 04B 6201
ANIMAL FIGHTING AM 167.355 6201
ANIMAL NEGLECT | AM 167.330 6201
ANIMAL NEGLECT | — FELONY CF 167.330 03 6201
ANIMAL NEGLECT Il BM 167.325 6201
ANIMAL NEGLECT Il - FELONY CF 167.325 03 6201
AQUIRE CONT SUB BY FRAUD AM 475.994  01CX 2699
ARCHAEOLOGICAL SITE VIOLATION BM 390.235 6299
ARSON | AF 164.325 2099
ARSON | ATTEMPT BF 164.325 X 2099
ARSON I CF 164.315 2099
ARSON Il ATTEMPT AM 164.315 X 2099
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ASSAULT |

ASSAULT | ATTEMPT

ASSAULT Il

ASSAULT Il ATTEMPT
ASSAULT I

ASSAULT 1l (MV DUII)
ASSAULT Il ATTEMPT
ASSAULT IV

ASSAULT IV ATTEMPT
ASSAULT IV FELONY

ASSAULT IV FELONY ATTEMPT
ASSAULT LAW ENFORCEMENT ANIMAL

ASSAULT LAW ENFORCEMENT ANIMAL AT

ASSAULT OFFICER

ASSAULT OFFICER ATTEMPT
ASSAULT PUBLIC SAFETY OFFICER
ATT ALTER DOCUM OF ANATOM GIFT
ATT CONT SUB RECORD VIOL/FRAUD
ATT ENCOURAGE CHILD SEX ABUSE 3
ATT ENVIRONMENTAL ENDAGERMENT
ATT FEMALE GENITAL MUTILATION
ATT LAUNDERING MONETARY INST
ATT ONLINE SEX CORRUPT CHILD |
ATT ONLINE SEX CORRUPT CHLD Il
ATTEMPT INTIMIDATION 1ST DEGRE
ATTEMPT SUPPLY LIQ TO MINOR
ATTEMPTED ANIMAL ABUSE Il
ATTEMPTED SEX PENETRATION II
ATTEMPTED SEXUAL PENETRATION |
ATTEMPTED WEAPON USE UNLAWFUL

BIGAMY

BRIBE GIVING

BRIBE GIVING ATTEMPT

BRIBE RECEIVED BY WITNESS
BRIBE RECEIVING

BRIBE WITNESS

BRIBERY - SPORTS

BRIBERY RECEIVING - SPORTS
BURGLARY |

BURGLARY | ATTEMPT
BURGLARY Il

BURGLARY Il ATTEMPT
BURGLARY TOOLS - POSSESSION OF
BURNING WITHOUT A PERMIT
BUY / SELL MINOR

CHEATING
CHILD NEGLECT
CHILD NEGLECT 1
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AF

BF

BF

CF
CF
BF

AM
AM
BM
CF
AM
CF
AM
AM
BM
CF
CF
BM
BM
UF
CF
CF
CF
AM
AM
BM
CM
CF
BF

AM

CF
BF
CF
CF
BF
CF
CF
CF
AF
BF
CF
AM
AM
UM
BF

CF
AM
BF

163.185
163.185
163.175
163.175
163.165
163.165
163.165
163.160
163.160
163.160
163.160
167.339
167.399
163.208
163.208
163.208
097.982
475.916
163.687
468.851
163.207
164.170
163.433
163.432
166.165
471.410
167.315
163.408
163.411
166.220

163.515
162.015
162.015
162.275
162.025
162.265
165.085
165.090
164.225
164.225
164.215
164.215
164.235
477.515
163.537

167.167
163.545
163.547

2B

03
03X

1399
1399
1399
1399
1399
1399
1399
1399
1399
1399
1399
1399
1399
1399
1399
1399
2699
2699
3699
6205
7099
2699
3699
3699
2199
4199
6201
1199
1199
5299

3804
5101
5101
5103
5103
5102
5101
5103
2299
2299
2299
2299
2206
7399
7099

2699
3806
3806
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CHILD NEGLECT 1 ATTEMPT

CHILD NEGLECT 2

CHILD NEGLECT 2 ATTEMPT

CIVIL COMMITMENT MENTAL DEFECT
COCKFIGHTING

COERCION

COERCION ATTEMPT

COMMERCIAL VEHICLE COMPLIANCE
COMPOUNDING A FELONY
COMPUTER ACCESS-UNLAWFUL
COMPUTER DAMAGE/DESTRUCTION
COMPUTER FRAUD/THEFT
COMPUTER LOTTERY VIOLATION

COMPUTER LOTTERY VIOLATION ATTEMPT

CONCEAL BIRTH OF INFANT

CONT SUB RECORD VIOL/FRAUD
CONT SUB RECORDS VIOL/FRAUD
CONT SUB-APPL BODY ANOTH AF AT
CONT SUB-APPL BODY ANOTHER AF
CONT SUB-APPL BODY ANOTHER AF
CONT SUB-APPL BODY ANOTHER AM
CONT SUB-APPL BODY ANOTHER BF
CONT SUB-APPL BODY ANOTHER BF
CONT SUB-APPL BODY ANOTHER CF
CONT SUB-CAUSE INGEST AF ATT
CONT SUB-CAUSE INGEST AF ATT
CONT SUB-CAUSE INGEST BF ATT
CONT SUB-CAUSE INGEST BF ATT
CONT SUB-CAUSE PERSN INGEST AF
CONT SUB-CAUSE PERSN INGEST BF
CONT SUB-CAUSE PERSN INGEST BF
CONTEMPT OF COURT

CONTEMPT OF COURT-FAIL TO PAY
CORP DOING BUSINESS W/O LIC
COUNTERFEIT LICENSE FORMS
COUNTERFEIT LICENSE FORMS NEW
COUNTERFEIT VEHICLE TITLE
CREATING A HAZARD

CRIM MISTREATMENT | ATTEMPT
CRIM MISTREATMENT Il ATTEMPT
CRIM NEGLIG HOMICIDE ATT NEW
CRIM NEGLIG HOMICIDE ATTEMPT
CRIMINAL CONSPIRACY A FELO ATT
CRIMINAL CONSPIRACY A FELONY
CRIMINAL CONSPIRACY A FELONY
CRIMINAL CONSPIRACY A MISD
CRIMINAL CONSPIRACY B FELO ATT
CRIMINAL CONSPIRACY B FELONY
CRIMINAL CONSPIRACY B FELONY
CRIMINAL CONSPIRACY C FELO ATT
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CF
AM
BM
oC
CF
CF
AM
BM
AM
AM
CF
CF
CF
AM
AM
AM
AM
BF
AF
AF
AM
BF
BF
CF
BF
BF
CF
CF
AF
BF
BF
UM
UM
AM
AM
CF
CF
BM
AM
BM
CF
AM
BF
AF
AF
AM
CF
BF
BF
AM

163.547
163.545
163.545
161.328
167.428
163.275
163.275
818.400
162.335
164.377
164.377
164.377
164.377
164.377
167.820
475.916
475.994
475.910
475.910
475.986
475.910
475.910
475.986
475.910
475.908
475.984
475.908
475.984
475.984
475.908
475.984
033.015
161.685
057.735
807.500
807.500
803.080
167.810
163.205
163.200
163.145
163.145
161.450
161.450
161.450
161.450
161.450
161.450
161.450
161.450

04
03
02
05B
05BX

01X
01A
1A

01D
01B
1B

o1cC
02X
2 X
01X
1X

01

02

NEW

X

X
NEWX
X
02AX
01
02A
04
02BX
02
02B
02CX

3806

3806

3806

NONE

6299

1316

1316

5599

4808

7199

7199

2699

3918

3918

7299

2699

2699

3599

3599

3599

3599

3599

3599

3599

3599

3599

3599

3599

3599

3599

3599

5005

5005

7399

2503

2503

2503

5599

7099

7099

0999

0999

DEP ON CRIME
DEP ON CRIME
DEP ON CRIME
DEP ON CRIME
DEP ON CRIME
DEP ON CRIME
DEP ON CRIME
DEP ON CRIME
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CRIMINAL CONSPIRACY C FELONY
CRIMINAL CONSPIRACY C FELONY
CRIMINAL DEFAMATION

CRIMINAL IMPERSONATION FELONY
CRIMINAL IMPERSONATION OFFICER
CRIMINAL IMPERSONATION/MISD
CRIMINAL MISCHIEF |

CRIMINAL MISCHIEF | ATTEMPT
CRIMINAL MISCHIEF I

CRIMINAL MISCHIEF Il ATTEMPT
CRIMINAL MISCHIEF Il

CRIMINAL MISTREATMENT |
CRIMINAL MISTREATMENT I
CRIMINAL NONSUPPORT

CRIMINAL NONSUPPORT ATTEMPT
CRIMINAL SIMULATION

CRIMINAL TRESPASS ARMED
CRIMINAL TRESPASS |

CRIMINAL TRESPASS | ATTEMPT
CRIMINAL TRESPASS Il

CRIMINALLY NEGLIGENT HOMIC NEW
CRIMINALLY NEGLIGENT HOMICIDE
CUSTODIAL INTERFERENCE |
CUSTODIAL INTERFERENCE | AT
CUSTODIAL INTERFERENCE I
CUSTODIAL INTERFERENCE Il ATT
CUSTODIAL SEXUAL MISCONDUCT |
CUSTODIAL SEXUAL MISCONDUCT I
CUT/TRANS CONIFERS W/O PERMIT
CUT/TRANS FOREST PROD UNLAW

DANGEROUS OFFENDER MIN TERM-SG
DEALING IN CHILD PORNOGRAPHY
DELIV COCAINE

DELIV COCAINE ATTEMPTED

DELIV COCAINE NEAR SCHOOL
DELIV COCAINE NEAR SCHOOL ATT
DELIV COCAINE TO MINOR

DELIV COCAINE TO MINOR ATTEMPT
DELIV CONT SUB MINO-SCHI/II AT
DELIV CONT SUB MINOR - SCH Il
DELIV CONT SUB MINOR - SCH Il
DELIV CONT SUB MINOR - SCH IV
DELIV CONT SUB MINOR - SCH V
DELIV CONT SUB MINOR -SCH I/l
DELIV CONT SUB MINOR-SCH /1l
DELIV CONT SUB NEAR SCHOOL
DELIV CONT SUB NEAR SCHOOL
DELIV CONT SUB NEAR SCHOOL ATT
DELIV CONT SUB NEAR SCHOOL ATT
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CF
CF
AM
CF
CF
AM
CF
AM
AM
BM
CM
CF
AM
CF
AM
AM
AM
AM
BM
CM
BF

CF
BF

CF
CF
AM
CF

AM
BM
BM

UF
BF
BF
CF
AF
BF
AF
BF
BF
BF
BF
AM
BM
AF
AF
AF
AF
BF
BF

161.450
161.450
163.605
162.365
162.367
162.365
164.365
164.365
164.354
164.354
164.345
163.205
163.200
163.555
163.555
165.037
164.265
164.255
164.255
164.245
163.145
163.145
163.257
163.257
163.245
163.245
163.452
163.454
164.825
164.813

161.737
163.673
475.880
475.880
475.882
475.882
475.880
475.880
475.906
475.995
475.906
475.906
475.906
475.906
475.995
475.904
475.999
475.904
475.999

02C
03

02B

02A

X

X

NEW

02
02X

03
03X
01X
02
02
03
04
01
01

DEP ON CRIME
DEP ON CRIME
DEP ON CRIME

2604
2604
2604
2999
2999
2999
2999
2999
7099
7099
3899
3899
2699
5707
5707
5707
5707
0999
0999
1005
1005
1005
1005
3699
3699
6299
6299

7399
3799
3530
3530
3533
3533
3533
3533
3599
3599
3599
3599
3599
3599
3599
3599
3599
3599
3599
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DELIV HEROIN

DELIV HEROIN ATTEMPTED

DELIV HEROIN NEAR SCHOOL

DELIV HEROIN NEAR SCHOOL ATT
DELIV HYDROCODONE

DELIV HYDROCODONE ATTEMPT
DELIV HYDROCODONE TO MINOR
DELIV HYDROCODONE TO MINOR ATT
DELIV HYDROCODONE NEAR SCHOOL
DELIV HYDROCODONE NEAR SCHL AT
DELIV IMITATION CONTROL SUB
DELIV MARIJ NEAR SCHOOL/NO PAY
DELIV MARIJUANA FOR PAY - ATT
DELIV MARIJUANA FOR PAYMENT
DELIV MARIJ ON/AFTER 63015

DELIV MARIJ ATT ON/AFTER 63015
DELIV MARIJUANA NEAR SCHOOL
DELIV MARIJUANA NEAR SCHOOL AT
DELIV MARIJUANA TO MINOR

DELIV MARIJUANA TO MINOR - ATT
DEL MJ TO MINOR ON/AFTER 63015
DEL MJ TO MINOR AT ON/AFTER 63015
DELIV MARIJUANA/NO PAYMENT<10z
DELIV MARIJUANA/NO PAYMENT>1 oz
DELIV MARIJ/NOPAY/>1 oz ATT

DELIV MDMA

DELIV MDMA ATTEMPTED

DELIV MDMA NEAR SCHOOL

DELIV MDMA NEAR SCHOOL ATTEMPT
DELIV METH

DELIV METH ATTEMPTED

DELIV METH NEAR SCHOOL

DELIV METH NEAR SCHOOL ATTEMPT
DELIV METH TO MINOR

DELIV METH TO MINOR ATTEMPTED
DELIV METHADONE

DELIV METHADONE ATTEMPT

DELIV METHADONE TO MINOR

DELIV METHADONE TOMINOR ATT
DELIV METHADONE NEAR SCHOOL
DELIV METHADONE NEAR SCHL ATT
DELIV OXYCODONE

DELIV OXYCODONE ATTEMPT

DELIV OXYCODONE TO MINOR

DELIV OXYCODONE TO MINOR ATT
DELIV OXYCODONE NEAR SCHOOL
DELIV OXYCODONE NEAR SCHOOL AT
DELIV/IMANU CON SUB AT-SCH I
DELIV/IMANU CONT SUB - SCH |
DELIV/IMANU CONT SUB - SCH |

OPS 6 — NCIC CODES
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AF
BF
AF
BF
CF
AM
BF
CF
BF
CF
AM
CM
CF
BF
AM
BM
AF
BF
AF
BF
CF
AM
AM
CF
AM
AF
BF
AF
BF
BF
CF
AF
BF
AF
BF
BF
CF
AF
BF
AF
BF
BF
CF
AF
BF
AF
BF
AM
AF
AF

475.850
475.850
475.852
475.852
475.810
475.810
475.810
475.810
475.812
475.812
475.912
475.860
475.860
475.860
475.860
475.860
475.862
475.862
475.860
475.860
475.860
475.860
475.860
475.860
475.860
475.870
475.870
475.872
475.872
475.890
475.890
475.892
475.892
475.890
475.890
475.820
475.820
475.820
475.820
475.822
475.822
475.830
375.830
475.830
475.830
475.832
475.832
475.992
475.840
475.752

X

X

X
03
03X

04B
02X
02

2X

04A
04AX
04
04X
03A
02B
02BX

02
02X

03
03X

03
03X

03
03X

01CX
01A
01A

3510
3510
3513
3513
3599
3599
3599
3599
3599
3599
3599
3560
3560
3560
3560
3560
3560
3560
3560
3560
3560
3560
3560
3560
3560
3599
3599
3599
3599
3599
3599
3599
3599
3599
3599
3599
3599
3599
3599
3599
3599
3599
3599
3599
3599
3599
3599
3599
3599
3599
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DELIV/IMANU CONT SUB - SCH |
DELIV/IMANU CONT SUB — SCH I
DELIV/IMANU CONT SUB - SCH Il
DELIV/IMANU CONT SUB - SCH I
DELIV/IMANU CONT SUB - SCH Il
DELIV/IMANU CONT SUB - SCH Il
DELIV/IMANU CONT SUB - SCH Il
DELIV/IMANU CONT SUB - SCH IV
DELIV/IMANU CONT SUB - SCH IV
DELIV/IMANU CONT SUB - SCH IV
DELIV/IMANU CONT SUB - SCH V
DELIV/IMANU CONT SUB - SCH V
DELIV/IMANU CONT SUB AT —SCH |
DELIV/IMANU CONT SUB AT - SCH |
DELIV/IMANU CONT SUB AT - SCH |
DELIV/IMANU CONT SUB AT - SCH |
DELIV/IMANU CONT SUB AT -SCH I
DELIV/IMANU CONT SUB AT-SCH I
DELIV/IMANU CONT SUB AT - SCH I
DELIV/IMANU CONT SUB AT-SCH I
DELIVIMANU FAKE SUB - SCH |
DELIV/IMANU FAKE SUB - SCH |
DELIV/IMANU FAKE SUB - SCH I
DELIV/IMANU FAKE SUB - SCH I
DELIV/IMANU FAKE SUB - SCH llI
DELIV/IMANU FAKE SUB - SCH llI
DELIV/IMANU FAKE SUB — SCH IV
DELIV/IMANU FAKE SUB - SCH IV
DELIV/IMANU FAKE SUB — SCH V
DELIV/IMANU FAKE SUB - SCH V
DELIVER IMITATION CONTROL SUB
DELIVER MARIJUANA FOR PAY - AT
DELIVER MARIJUANA FOR PAYMENT
DEPOSIT TRASH 100 YD WATER
DESTROYED VEHICLE OFFENSE
DISORDERLY CONDUCT |
DISORDERLY CONDUCT | ATTEMPTED
DISORDERLY CONDUCT I
DISORDERLY CONDUCT Il ATTEMPT
DOG PUBLIC NUISANCE REPEAT OFF
DOGFIGHTING

DRIVE SUSP/REVO FELONY ATTEMPT
DRIVE SUSPEND/REVO FEL NEW ATT
DRIVE SUSPEND/REVOKED FELO NEW
DRIVE SUSPENDED/REVOKED FELO
DRIVE SUSPENDED/REVOKED MISD
DRIVE UNDER INFLUENCE INTOX
DRIVE UNDER INFLUENCE INTOX AT
DRIVING RECKLESSLY

DRIVING UNDER INFLUENCE FELONY
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AF
BF
BF
BF
CF
CF
CF
BM
BM
BM
CM
CM
BF
BF
BF
BF
CF
CF
AM
AM
AF
AF
BF
BF
CF
CF
BM
BM
CM
CM
AM
CF
BF
BM
AM
AM
BM
BM
CM
CM
CF
AM
CF
BF
CF
AM
AM
BM
AM
CF

475.992
475.752
475.992
475.840
475.752
475.840
475.992
475.752
475.840
475.992
475.752
475.840
475.752
475.840
475.992
475.752
475.840
475.992
475.752
475.840
475.752
475.840
475.752
475.840
475.752
475.840
475.752
475.840
475.752
475.840
475.991
475.992
475.992
164.775
819.020
166.023
166.023
166.025
166.025
609.990
167.365
811.182
811.182
811.182
811.182
811.182
813.010
813.010
811.140
813.010

01A
01B
01B
01B
01cC
01cC
01cC
01D
01D
01D
01E
01E
01AX
01AX
01AX
01BX
01BX
01BX
01CX
01CX
02A
02A
02B
02B
02C
02C
02D
02D
02E
02E

02AX
02A

03 X
NEWX
NEW
03

04

05

3599
3599
3599
3599
3599
3599
3599
3599
3599
3599
3599
3599
3599
3599
3599
35991
3599
3599
3599
3599
3599
3599
3599
3599
3599
3599
3599
3599
3599
3599
3599
3599
3599
6205
7199
5311
5311
5311
5311
6201
6201
5499
5499
5499
5499
5499
5404
5404
5499
5404
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DRUG RECORDS TRANSACTION VIOL

ELECTION LAW VIOLATION
ELECTION/PETITION THREATS
ELECTROLYSIS/ITATTOO WO LICENSE
ELUDE POLICE ATTEMPT - ON FOOT
ELUDE POLICE ATTEMPT - VEHICLE
EMERGENCY TELE CALL-MISCONDUCT
EMPLOY MINOR PUBLIC ENTERTAIN
EMPLOYMENT SAFETY RULES VIOL
ENCOURAGING CHILD SEX AB 1 ATT
ENCOURAGING CHILD SEX AB 2 ATT
ENCOURAGING CHILD SEX ABUSE 1
ENCOURAGING CHILD SEX ABUSE 2
ENCOURAGING CHILD SEX ABUSE 3
ENDANGER WELFARE OF MINOR
ENDANGERING AIRCRAFT
ENVIRONMENTAL ENDAGERMENT
ESCAPE |

ESCAPE | ATTEMPT

ESCAPE II

ESCAPE Il ATTEMPT

ESCAPE Il

ESCAPE Ill ATTEMPT

EVADE INCOME TAX

EXCLUSION FROM PUBLIC PROP
EXHIBITING PERSON IN TRANCE
EXPLICIT MATERIAL-FURNISH/CHILD

FACTORING OF CREDIT CARD TRAN
FAIL CARRY/PRESENT OP LICENSE
FAIL MAINTAIN CEDAR RECORD

FAIL MAINTAIN CHILD IN SCHOOL
FAIL MAINTAIN DLR VEHICLE REC
FAIL MAINTAIN METAL PURCH REC
FAIL PERF DUTIES DRIV INJURY

FAIL PERF DUTIES SERIOUS INJ

FAIL PERFORM DUTIES OF DRIVER
FAIL REPORT CHILD PORNOGRAPHY
FAIL REPRT PRECURSOR SUBSTANCE
FAIL RETURN SUSP WRECKER CERT
FAIL TO APPEAR |

FAIL TO APPEAR | ATTEMPT

FAIL TO APPEAR I

FAIL TO APPEAR-CRIM CITATION
FAIL TO APPEAR FOR A VIOLATION
FAIL TO COMPLY-VEH DESTRUCTION
FAIL TO REGISTER OUTFITTER/GUIDE
FAIL TO RETURN SUSP PERMIT

FAIL TO SURRENDER REGIS/TITLE
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AM

CF
CF
AM
AM
CF
BM
UM
UM
CF
AM
BF
CF
AM
AM
CF
UF
BF
CF
CF
AM
AM
BM
CF
AM
AM
AM

CF

CM
BM
UM
AM
BM
CF
BF

AM
AM
AM
AM
CF

AM
AM
AM
AM
AM
AM
CM
AM

475.973

260.715
260.575
690.355
811.540
811.540
166.095
167.830
654.310
163.684
163.686
163.684
163.686
163.687
163.575
164.885
468.951
162.165
162.165
162.155
162.155
162.145
162.145
314.075
131.725
167.870
167.054

165.074
807.570
165.109
339.020
822.045
165.107
811.705
811.705
811.700
163.693
475.950
822.150
162.205
162.205
162.195
133.076
153.992
819.010
704.020
809.500
809.110

01B

1BB
1BA

01B

2B

5599

5999
5999
5599
5499
5499
7399
7299
7399
3699
3699
3699
3699
3699
3899
5299
6205
4901
4901
4901
4901
4901
4901
6101
5707
7299
3699

2605
5499
7199
3879
2699
7199
5401
5401
5401
4812
5503
7199
5015
5015
5015
5015
5015
7199
2699
7199
7199

6-7



Offender Profile System (OPS) Training Manual

FALSE ACCIDENT REPORT

FALSE APPL-VEH REGISTRATION
FALSE APPLICATION-OP LICENSE
FALSE CERTIFY FINANCIAL RESP
FALSE CERTIFY LIABILITY INSUR
FALSE CLAIM HEALTH CARE PAYMNT
FALSE CLAIM HEALTHCARE ATTEMPT
FALSE FINANCIAL STATEMENT

FALSE INFO HANDGUN TRANSACTION
FALSE INFO TO POLICE OFFICER
FALSE INFO TO POLICE-VEH OFF
FALSE LAW ENFORCEMENT ID CARD
FALSE LIAB INS INFO TO POLICE
FALSE REPORT - INITIATE

FALSE REPORT ODOMETER READING
FALSE SPECIAL REGISTRATION
FALSE STATEMENT OF AGE

FALSE STATEMENT WORKERS COMP
FALSE STATEMENT-VEHICLE TITLE
FALSE SWEAR/VEH REGISTRATION
FALSE SWEARING

FALSE SWEARING-FARM REGISTR
FALSE SWEARING-OP LICENSE
FALSE SWEARING-VEH BUSN CERT
FALSE SWEARING-VEHICLE TITLE
FALSE VOTER REGISTRATION INFO
FALSELY CERTIFY REGISTRATION
FALSIFICATION - UNSWORN

FALSIFY BUSINESS RECORDS
FALSIFYING DRUG TEST RESULTS
FELON IN POSS OF RESTRICT WEAP
FEMALE GENITAL MUTILATION

FERAL SWINE HUNT — OFFER/SELL
FINANCIAL TRANS UNLAWFUL ACTIV
FIREARM - ALTER ID MARKS

FIREARM - FELON POSSESS
FIREARM - HANDGUN POSSESSION
FIREARM - POINTING AT ANOTHER
FIREARM - UNLAWFUL PURCHASE
FIREARM -SHORT BARREL/MACH GUN
FIREARM INCUMBUSTIBLE WADDING
FIREARM USED IN FELONY
FIREARM-ALTER ID MARKS ATTEMPT
FIREARM-CONCEALABLE SALE RULES
FIREARM-EX-CON POSSESS ATTEMPT
FIREARM-SHRT BARR/MACH GUN ATT
FIREARM/DESTR DEVICE-POSSESS
FIREARM/EXPLOSIVE-SALE TO CHIL
FIREARMS-MANUFACTURE/SALE ATT
FIREARMS-MANUFACUTURE/SALE OF
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BM
AM
AM
BM
AM
CF
BM
AM
AM
AM
AM
AM
BM
CM
CF
CF
UM
AM
AM
AM
AM
AM
AM
CF
AM
CF

CF

BM
AM
BM
AM
BF

AM
CF

CF

CF

AM
BM
AM
BF

BM
BF

AM
UM
AM
CF

CF

UM
CF

BF

811.740
803.375
807.530
806.050
806.050
165.692
165.692
165.100
166.416
162.385
807.620
162.369
806.055
162.375
815.430
247.420
471.135
656.990
803.070
803.385
162.075
805.370
807.520
822.605
803.075
247121
247.340
162.085
165.080
475.918
166.270
163.207
498.180
164.172
166.450
166.270
166.250
166.190
166.425
166.272
166.330
166.429
166.450
166.470
166.270
166.272
166.370
166.480
166.410
166.410

01
02

02

02
04

05

01

4812
2607
2607
2607
2607
5599
5599
2607
5299
4803
4803
2699
7399
4803
2699
5999
4199
2607
2607
2607
2607
5499
2607
2607
2607
5999
5999
4803
2607
2607
5212
7099
7399
2699
5201
5212
5212
5299
5299
5299
5299
5299
5201
5214
5212
5299
5211
5211
5214
5214

6-8



Offender Profile System (OPS) Training Manual

FIREARMS-UNLIC SELL/ADVERTISE
FIREWORKS-UNLAWFUL POSSESSION
FISH/GAME LIC - FALSE APPLI
FISHING CLOSED SEASON

FISHING VIOLATION - COMMERCIAL
FISHING VIOLATION - COMMERCIAL
FOOD FISH GENERAL PROHIBITION
FOREST - BOOM STICK VIOLATION
FOREST - STRAY LOG VIOLATION
FOREST PRODUCTS FALSE MARKING
FORGE/ALTER VEHICLE TITLE/REG
FORGED INSTRUMENT-CRIM POSS |
FORGED INSTRUMENT-CRIM POSS I
FORGERY DEVICE-CRIM POSS ATT
FORGERY DEVICE-CRIM POSSESSION
FORGERY INSTR-CRIM POSS | ATT
FORGERY |

FORGERY | ATTEMPT

FORGERY II

FORGERY Il ATTEMPT

FRAUD BY A NOTARY

FRAUD COMMUNICA DEVICE-POSSESS
FRAUD CRED CARD UNDER 500 ATT
FRAUD SECURITIES CONTRACT
FRAUD USE CRED CARD UNDER 750
FRAUD USE CRED CRD OVER 750 AT
FRAUD USE CREDIT CARD OVER 750
FRAUD-MORTGAGE/BROKER BUSINESS
FRAUDULENTLY OBTAIN SIGNATURE
FREQ PLACE CONTROL SUBS USED
FREQUENT PLACE CONT SUBS USED

GAMBLING DEVICE-POSSESSION OF
GAMBLING PROMOTION |
GAMBLING PROMOTION 1l
GAMBLING RECORDS POSSESSION |
GAMBLING RECORDS POSSESSION 1
GIVE PRICE FORBIDDEN CONTRACT

HABITUAL CRIMINAL OUT OF STATE
HABITUAL TRAFFIC OFFENDER
HARASSMENT

HARASSMENT AGGRAVATED
HARASSMENT AGGRAVATED — ATT
HARASSMENT A MISD
HARASSMENT ATTEMPT
HAZARDOUS WASTE HANDLING 1
HAZARDOUS WASTE HANDLING 2
HINDER PROSECUTION

HINDER PROSECUTION ATTEMPT
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UM
AM
AM
AM
CF
AM
AM
CF
CF
CF
CF
CF

AM
AM
CF
AM
CF
AM
AM
BM
AM
CF
BM
BF

AM
AM
CF
CF
AM
AM
BM

AM
CF
AM
CF
AM
BF

UF
CF
BM
CF
AM
AM
CM
BF
BM
CF
AM

166.440
480.120
497.400
509.011
509.011
506.991
509.006
532.610
532.620
532.140
803.230
165.022
165.017
165.032
165.032
165.022
165.013
165.013
165.007
165.007
194.310
165.070
165.055
059.730
165.055
165.055
165.055
059.930
165.042
167.222
167.222

167.147
167.127
167.122
167.137
167.132
059.750

421.245
811.185
166.065
166.070
166.070
166.065
166.065
468.926
468.922
162.325
162.325

01
02

x X X X

03AX

04A
04BX
04B

5214
5211
6202
6202
6202
6202
6202
6205
6205
6205
2502
2506
2506
2508
2506
2506
2589
2589
2589
2589
2607
2608
2605
2699
2605
2605
2605
2699
2589
3599
3599

3908
3999
3999
3901
3901
2699

7399
5499
5309
5309
5309
5309
5309
5599
5599
4802
4802
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HIT AND RUN-VEHICLE-INJURY AT
HIT/RUN BOAT

HUNT IN CEMETERY

HUNTING FROM MOTOR VEHICLE
HUNTING ON ANOTHER'S ENCL.LAND
HUNTING WITH ARTIFICIAL LIGHT

IDENTITY THEFT

IDENTITY THEFT ATTEMPT
IMPROPER USE OF 911

IN RESTRICTED AREA W/O PERMIT
INCEST

INCEST ATTEMPT

INDIAN GRAVE-DISTURB/MUTILATE
INITIATING A FALSE REPORT
INSOLVNT DLR RECV SECURITIES
INTERCEPT COMMUNICATIONS
INTERFERE W/AGRIC OPERATIONS
INTERFERE W/ PEACE OFFICER
INTERFERE LEGISLATIVE OPER
INTERFERE LIVESTOCK PRODUCTION
INTERFER W/FIREFIGHTER OR EMT
INTERFERE W/PUBLIC TRANSPORT
INTERFERE WITH POLICE ANIMAL
INTERFERENCE W/MAKING A REPORT
INTERFERENCE W/MAKING REPORT ATT
INTIMIDATION |

INTIMIDATION I

INVOLUNTARY SERVITUDE |
INVOLUNTARY SERVITUDE I

KEEP PLACE FOR CONTROLLED SUB
KEEP PLACE FOR CONTROLLED SUB
KIDNAPPING |

KIDNAPPING | ATTEMPT
KIDNAPPING 1

KIDNAPPING Il ATTEMPT

KILL ANOTHER-LOSE RT BEAR ARMS

LAUNDERING MONETARY INSTRUMENT
LEGISLATIVE LOBBYING UNLAWFUL
LIVESTOCK AT LARGE

LIVESTOCK BRAND VIOLATION

LURING A MINOR

LURING A MINOR ATTEMPT

MAIL THEFT

MAIL THEFT NEW

MAINTAINING DANGEROUS DOG
MAINTAINING DANGEROUS DOG
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AM
AM
UM
UM
AM
AM

CF
AM
AM
UM
CF
AM
CF
AM
BF
AM
AM
AM
BM
CF
AM
AM
AM
AM
BM
CF
AM
CF
CF

AM
CF
AF
BF
BF
CF
AM

BF
BM
UM
BM
CF
AM

AM
CF
AM
CF

811.705
488.164
166.645
498.136
498.120
498.142

165.800
165.800
165.570
477.550
163.525
163.525
097.745
162.375
059.790
165.540
164.877
162.247
162.455
167.388
162.257
166.115
164.369
165.572
165.572
166.165
166.155
163.263
163.264

475.993
475.993
163.235
163.235
163.225
163.225
166.300

164.170
162.465
607.045
604.071
167.057
167.057

164.162
164.162
609.098
609.098

01

1EB
1EA

3B

5401
5401
7399
7399
7399
6201

2610
2610
7399
7399
3699
3699
6290
4803
7399
5704
7199
4899
5099
6201
5399
7399
4899
4803
4803
1316
1316
5699
5699

3599
3599
1099
1099
1099
1099
5203

6300
5099
6201
6201
3699
3699

2310
2310
6201
6201
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MAN/DEL SCH IV — CAUSES DEATH
MAN/DEL SCH IV — CAUSES DEATH
MANIPULATE MARKET-FALSE SALE
MANSLAUGHTER |

MANSLAUGHTER | ATTEMPT
MANSLAUGHTER Il

MANSLAUGHTER Il ATTEMPT

MANU HYDROCODONE

MANU HYDROCODONE ATTEMPT
MANU HYDROCODONE NEAR SCHOOL
MANU HYDROCODONE NEAR SCHL ATT
MANU MARIJ-ON/AFTER 70113

MANU MARIJ ATT-ON/AFTER 70113
MANU MARIJ ON/AFTER 63015

MANU MARIJ ATT ON/AFTER 63015
MAN MJ >4<8 PLANT ON/AFT 63015
MAN MJ AT >4<8 PLANT ON/AFT 63015
MANU METHADONE

MANU METHADONE ATTEMPT

MANU METHADONE NEAR SCHOOL
MANU METHADONE NEAR SCHOOL ATT
MANU OXYCODONE

MANU OXYCODONE ATTEMPT

MANU OXYCODONE NEAR SCHOOL
MANU OXYCODONE NEAR SCHOOL ATT
MANUF COCAINE

MANUF COCAINE ATTEMPTED

MANUF COCAINE NEAR SCHOOL
MANUF COCAINE NEAR SCHOOL ATT
MANUF CRTL SUB DIST EQUIP INTENT
MANUF HEROIN

MANUF HEROIN ATTEMPTED

MANUF HEROIN NEAR SCHOOL
MANUF MARIJUANA

MANUF MARIJUANA ATTEMPTED
MANUF MARIJUANA NEAR SCHOOL
MANUF MARIJUANA NEAR SCHOOL AT
MANUF MDMA

MANUF MDMA ATTEMPTED

MANUF MDMA NEAR SCHOOL

MANUF MDMA NEAR SCHOOL ATTEMPT
MANUF METH

MANUF METH ATTEMPTED

MANUF METH NEAR SCHOOL
MANUFACTURE DESTRUC DEVICE ATT
MANUFACTURE DESTRUCTIVE DEVICE
MANUFACTURE DESTRUCTIVE DEVICE
MENACING

MENACING ATTEMPT

MINOR IN POSSESSION OF LIQUOR

OPS 6 — NCIC CODES
Revised Date: 01/25/16

CF
CF
BF
AF
BF
BF
CF
CF
AM
BF
CF
BF
CF
CF
AF
BM
CM
BF
CF
AF
BF
BF
CF
AF
BF
BF
CF
AF
BF
BF
AF
BF
AF
AF
BF
AF
BF
AF
BF
AF
BF
BF
CF
AF
AM
BM
CF
AM
BM
UM

475.752
475.840
059.770
163.118
163.118
163.125
163.125
475.806
475.806
475.808
475.808
475.856
475.856
475.856
475.856
475.856
475.856
475.816
475.816
475.818
475.818
475.826
475.826
475.828
475.828
475.876
475.876
475.878
475.878
475.962
475.846
475.846
475.848
475.856
475.856
475.858
475.858
475.866
475.866
475.868
475.868
475.886
475.886
475.888
166.384
480.220
166.384
163.190
163.190
471.430

06A
06A

xX X X X

X

AWWNN
x

N
X

> X X X X X X

X X X X X X

3599
3599
2699
0999
0999
0999
0999
3599
3599
3599
3599
3563
3563
3563
3563
3563
3563
3599
3599
3599
3599
3599
3599
3599
3599
3533
3533
3533
3533
3599
3513
3513
3513
3563
3563
3563
3563
3599
3599
3599
3599
3573
3573
3573
5211
5211
5211
1316
1316
4104
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MISAPPLY ENTRUSTED PROPERTY
MISREP AGE BY A MINOR-LIQUOR
MISREPRESENT AGE BY MINOR
MISREPRESENT SECURITIES
MISUSE CONFIDENTIAL INFO
MISUSE OF IDENTITY CARD
MONEY TO INFLUENCE ELECTIONS
MOTOR CARRIER VIOLATION
MURDER

MURDER AGGRAVATED

MURDER AGGRAVATED ATTEMPT
MURDER ATTEMPT

MV CARRIER OUT-OF-SERVICE VIOL

NEGLIGENTLY WOUNDING ANOTHER
NEGOTIATE BAD CHECK - AM
NEGOTIATE BAD CHECK - CF

NO BUILDER REGISTRATION

NO LIC BREW/DISTILL LIQUOR

NO PRIVATE HUNT PRESERVE LIC
NO VEHICLE DEALER CERTIFICATE
NO WRECKING BUSN CERTIFICATE
NUDITY/SEX-PUBLIC DISPLAY OF

OBSCENE MATERIAL-DISPLAY/MINOR
OBSCENE MATERIAL-DISSEMINATE
OBSCENE MATERIAL-FURNISH/MINOR
OBSCENE MATERIAL-SEND TO MINOR
OBSCENE PERFORM-EXHIBIT/MINOR
OBSTRUCT GOVERNMENT ADMIN
OBSTRUCT LIQUOR CONTROL COMM
OBSTRUCTION ATTEMPT

OBTAIN EXEC DOCUMENT BY DECEPT
OBTAIN FOOD STAMPS UNLAWFUL AT
OBTAIN PUB ASSIST UNLAWFUL ATT
OBTAIN PUB ASSIST UNLAWFULLY
OBTAIN/USE FOOD STAMPS UNLAW
ODOMETER TAMPERING

OFFENSIVE LITTERING
OFFENSIVE/POLLUTING SUBSTANCE
OFFICIAL MICONDUCT II

OFFICIAL MISCONDUCT |

OFFICIAL MISCONDUCT | ATTEMPT
ONLINE SEX CORRUPT CHILD |
ONLINE SEX CORRUPT CHILD Il

OPEN, READ LETTER UNAUTHORIZED
OPERATE BOAT WHILE INTOXICATED
OPERATE ILLEGAL TOWING BUSINESS
OPERATE RESTAURANT W/O LICENSE
OPERATE STILL/POSSESS MASH

OPS 6 — NCIC CODES
Revised Date: 01/25/16

AM
CM
CM
BF
BM
AM
CF
UM
UF
UF
AF
AF
AM

BM
AM
CF
UM
UM
UM
AM
AM
AM

AM
AM
AM
AM
AM
AM
UM
BM
AM
AM
AM
CF
CF
CF

CM
AM
CM
AM
BM
BF

CF
UM
AM
AM
CM
CF

165.095
471.130
165.805
059.145
162.425
807.430
260.665
767.990
163.115
163.095
163.095
163.115
825.990

166.180
165.065
165.065
701.055
471.205
497.248
822.005
822.100
167.090

167.080
167.087
167.065
167.070
167.075
162.235
471.675
162.235
165.102
411.840
411.630
411.630
411.840
815.410
164.805
164.785
162.405
162.415
162.415
163.433
163.432
165.520
830.325
822.200
624.020
471.440

03

03A
03B

PP X

2399
4199
2699
7399
5799
2604
5999
5499
0999
0999
0999
0999
5499

5299
2606
2606
7199
4101
6201
7199
7199
3608

3700
3702
3707
3707
3707
5099
4199
5099
2699
2699
2699
2699
2699
2699
6205
6205
7399
7399
7399
4099
3699
5799
5404
2699
7199
4104
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OPERATE W/O FARM CONTRACT LIC
ORGANIZED RETAIL THEFT

PA / PPS SANCTION - NO REVO
PAROLE VIOLATION

PAWNBROKERS ACT - VIOLATION OF
PAY TO VIEW CHILD PORN ATTEMPT
PAY TO VIEW CHILD PORNOGRAPHY
PAYMENTS IN FALSE NAME
PERJURY

PERMIT DOG TO RUN AT LARGE
PESTICIDE CONTROL VIOLATION
PETITION VIOLATIONS

PLEDGE SALE BY BROKER

POSS <loz MARIJ NEAR SCHOOL
POSS MARI 40z OR MORE

POSS MARI 40z OR MORE ATTEMPT
POSS MARI 1oz LESS 40z

POSS MARI >80Z BY <21 YR AGE
POSS MJ AT >80Z BY <21 YR AGE
POSS MJ >160Z SOLID >72 OZ LIQ

P MJ ATT> 160Z SOLID >72 OZ LIQ
POSS MJ <160Z SOLID <72 OZ LIQ

P MJ ATT<160Z SOLID <72 OZ LIQ
POSS MJ > 4 TIMES LEGAL LIMIT
POSS MJ AT > 4 X LEGAL LIMIT
POSS MJ > 2 TIMES LEGAL LIMIT
POSS MJ AT > 2 X LEGAL LIMIT
POSS MJ >1/40Z NON OREGON OLCC

POSS P MJ AT > 1/40Z NON OREGON OLCC

POSS MJ <1/40Z NON OREGON OLCC

POSS P MJ AT< 1/40Z NON OREGON OLCC

POSS CHILD PORN MATERIAL I ATT
POSS HOAX DEST DEVICE AM ATTEM
POSS HOAX DEST DEVICE CF ATTEM
POSS LESS 10Z MARJ W/1000FTSCH
POSS LESS %2 OZ MARIJ PROD

POSS MORE 1/4 OZ MARIJ PROD
POSS OF HOAX DEST DEVICE AM
POSS OF HOAX DEST DEVICE CF
POSS OF IODINE IN ITS ELE FORM
POSS PRECUR SUB W/INT MCS ATT
POSS PRECURSR SUB W/INTENT MCS
POSS/DIST DRUG W/O PRESCRIPT'N
POSSESS ARMOR PIERCING AMMO
POSSESS CHILD PORN MATERIAL |
POSSESS CHILD PORN MATERIAL I
POSSESS CHILD PORNOGRAPHY

OPS 6 — NCIC CODES
Revised Date: 01/25/16

AM
BF

UM
AM
CF
CF
CF

UM
UM
CF

BF

CM
CF
AM
BM
AM
BM
AM
BM
BM
CM
AM
BM
BM
CM
CF
AM
BM
CM

CF
BM
AM
CM
BM
CF
AM
CF
AM
CF
BF
UM
AM
BF
CF
CF

658.991
164.098

144.106
144.346
726.020
163.680
163.680
260.402
162.065
609.060
634.372
260.555
059.800
475.864
475.864
475.864
475.864
475.864
475.864
475.864
475.864
475.864
475.864
475.864
475.864
475.864
475.864
475.864
475.864
475.864
475.864

163.688
166.385
166.385
475.999
475.864
475.864
166.385
166.385
475.975
475.967
475.967
689.765
166.350
163.688
163.689
163.672

04
3A
3AX
3B
03A
03AX
04A
04AX
04B
04BX
TA
7AN
7B
7BN
8A
8AN
8B
8BN

02X
03X
02B
4B
4A
02
03
04

07

7399
2399

5011
5011
7199
4099
4099
5999
5003
6201
5599
5999
7399
3562
3562
3562
3562
3562
3562
3562
3562
3562
3562
3562
3562
3562
3562
3562
3562
3562
3562

3704
5299
5299
3564
3562
3562
5299
5299
5599
3599
3599
5599
5206
3704
3704
3704
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POSSESS COCAINE

POSSESS COCAINE ATTEMPTED
POSSESS CONTROL SUB - SCH |
POSSESS CONTROL SUB - SCH |
POSSESS CONTROL SUB - SCH |
POSSESS CONTROL SUB - SCH I
POSSESS CONTROL SUB - SCH I
POSSESS CONTROL SUB - SCH I
POSSESS CONTROL SUB - SCH Il
POSSESS CONTROL SUB - SCH lI
POSSESS CONTROL SUB - SCH IlI
POSSESS CONTROL SUB - SCH IV
POSSESS CONTROL SUB - SCH IV
POSSESS CONTROL SUB AT —SCH |
POSSESS CONTROL SUB AT - SCH |
POSSESS CONTROL SUB AT - SCH |
POSSESS CONTROL SUB AT —SCH I
POSSESS CONTROL SUB AT -SCH I
POSSESS CONTROL SUB AT — SCH Il
POSSESS CONTROL SUB AT-SCH lli
POSSESS CONTROL SUB-SCH Il AT
POSSESS DESTRUCTIVE DEVICE
POSSESS DESTRUCTIVE DEVICE ATT
POSSESS EXPLOSIVE W/O PERMIT
POSSESS GRAY MACHINE

POSSESS HEROIN

POSSESS HEROIN ATTEMPTED
POSSESS HYDROCODONE
POSSESS HYDROCODONE ATTEMPT
POSSESS MARIJUANA

POSSESS MARIJUANA ATTEMPTED
POSSESS MDMA

POSSESS MDMA ATTEMPTED
POSSESS METH

POSSESS METH ATTEMPTED
POSSESS METHADONE

POSSESS METHADONE ATTEMPT
POSSESS OXYCODONE

POSSESS OXYCODONE ATTEMPT
POSSESS RENTED PROP OVER 500
POSSESS RENTED PROP UNDER 500
POSSESS STOLEN VEHICLE
POSSESS STOLEN VEHICLE ATTEMPT
POSSESSION BODY ARMOR
POSSESSION BODY ARMOR BY FELON
POSSESSION OF IODINE MATRIX
PPS VIOLATION SANCTION
PRACTICE LAW UNLAWFULLY
PRACTICE MED W/O LIC FELONY
PRACTICE MEDICINE W/O LICENSE

OPS 6 — NCIC CODES
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CF
AM
BF
BF
BF
CF
CF
CF
AM
AM
AM
CM
CM
CF
CF
CF
AM
AM
BM
BM
AM
CF
AM
UM
CF
BF
CF
AM
BM
BF
CF
BF
CF
CF
AM
CF
AM
CF
AM
CF
AM
CF
AM
BF
CF
AM

UM
CF
AM

475.884
475.884
475.752
475.840
475.992
475.752
475.992
475.840
475.752
475.840
475.992
475.752
475.840
475.752
475.992
475.840
475.752
475.840
475.752
475.840
475.992
166.382
166.382
480.210
167.164
475.854
475.854
475.815
475.814
475.864
475.864
475.874
475.874
475.894
475.894
475.824
475.824
475.834
475.834
164.140
164.140
819.300
819.300
166.643
166.642
475.976
144.108
009.160
677.080
677.085

03A
03A
04A
03B
04B
03B
03C
03C
04C
03C
03D
03AX
04AX
03AX
03BX
03BX
03CX
03CX
04BX

02
02X

04B
04A

01
04

01
04

3532
3532
3599
3599
3599
3599
3599
3599
3599
3599
3599
3599
3599
3599
3599
3599
3599
3599
3599
3599
3599
5207
5207
5211
3908
3512
3512
3599
3599
3562
3562
3599
3599
3599
3599
3599
3599
3599
3599
2804
2804
2408
2408
5299
5299
5599
5011
5099
5599
5599
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PRACTICE NURSING W/O LICENSE
PRECURSOR SUB FALSE REPORT
PRIVACY INVASION

PRIVACY INVASION ATTEMPT
PRIVATE INDECENCY

PRIVATE INDECENCY ATTEMPT
PROHIBIT POSS OF DOMESTIC ANIM
PROHIBIT SALE/TRAN/IMPORT LIQ
PROHIBITED ADVERTISEMENTS
PROSTITUTION

PROSTITUTION ATTEMPT
PROSTITUTION COMPEL ATTEMPT
PROSTITUTION COMPELLING
PROSTITUTION PATRONIZING
PROSTITUTION PROMOTION
PROSTITUTION PROMOTION ATTEMPT
PROVIDE DRUG TEST FALSIF EQUIP
PUBLIC INDECENCY

PUBLIC INDECENCY

PUBLIC INDECENCY

PUBLIC INVESTMENT FRAUD

PUBLIC INVESTMENT FRAUD ATT
PURCH/SALE BODY PARTS ATTEMPT
PURCH/SALE OF BODY PARTS PROHIB
PURCHASE SEX W/ MINOR
PURCHASE SEX W/ MINOR

RACKETEER ACTIVITY

RACKETEER ACTIVITY ATTEMPT
RAPE |

RAPE | ATTEMPT

RAPE II

RAPE Il ATTEMPT

RAPE IlI

RAPE Il ATTEMPT

REAL ESTATE W/O LICENSE
REALESTATE MARKETING NO LICENS
RECEIVE PUB ASSIST UNLAWFULLY
RECKLESS BOATING

RECKLESS BURNING

RECKLESS ENDANGERMENT HWY WRKR

RECKLESSLY ENDANGER ANOTHER
REGISTRATION OF BROKERS
REGISTRATION OF BROKERS
REMOVAL OF DEAD HUMAN BODY
REMOVAL OF DEAD HUMAN BODY
REMOVE PART/WASTE GAME ANIMAL
REPEATED FORBIDDEN CONTRACTS
REPORT FALSE SALE SECURITIES
RESIST ARREST

OPS 6 — NCIC CODES
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CF
AM
AM
BM
AM
BM
UM
UM
CF
AM
BM
CF
BF
AM
CF
AM
AM
AM
AM
CF
BF
CF
AM
CF
BF
CF

AF
BF
AF
BF
BF
CF
CF
AM
AM
AM
CF
AM
AM
AM
AM
BF
CF
AM
BM
AM
BF
BF
AM

678.021
475.965
163.700
163.700
163.467
163.467
167.332
471.405
059.945
167.007
167.007
167.017
167.017
167.008
167.012
167.012
475.920
163.465
163.465
163.465
162.117
162.117
097.981
097.981
163.413
163.413

166.720
166.720
163.375
163.375
163.365
163.365
163.355
163.355
696.020
696.603
411.640
830.315
164.335
811.231
163.195
059.165
059.165
146.103
146.103
498.042
059.740
059.760
162.315

01

01X

2A
2B

X X X X

01
02

2699
2607
5799
5799
3699
3699
6299
4102
2699
4004
4004
4099
4099
4004
4002
4002
5599
3605
3605
3605
2699
2699
7299
7299
4099
4099

7399
7399
1199
1199
1199
1199
1199
1199
2699
2699
2699
5499
2007
7099
7099
2699
2699
4804
4804
6201
6099
7399
4801
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RESTRAINING ORDER VIOLATION

RESTRICTED WEAPON/XCON POSSESS

RIOT

RIOT - MISDEMEANOR
ROBBERY |

ROBBERY | ATTEMPT
ROBBERY I

ROBBERY Il ATTEMPT
ROBBERY llI
ROBBERY Il ATTEMPT

SECURITIES FRAUD

SELL FALSE DOCUMENTS-LIC/REG
SELL UNTITLED VEHICLE

SERVE LIQUOR WITHOUT LICENSE
SETTING SPRING GUN OR SETGUN
SEX ABUSE 1 NEW

SEX ABUSE 1 NEW ATTEMPT

SEX ABUSE 2 NEW

SEX ABUSE 2 NEW ATTEMPT

SEX ABUSE 3 NEW

SEX ABUSE 3 NEW ATTEMPT

SEX ABUSE |

SEX ABUSE | ATTEMPT

SEX ABUSE I

SEX ABUSE Il ATTEMPT

SEX OFFENDER/FAIL REGISTER AM
SEX OFFENDER/FAIL REGISTER CF

SEX OFFENDER/FAIL TO REPORT AM
SEX OFFENDER/FAIL TO REPORT CF
SEX SHOW-LIVE/SADOMASO-FELONY
SEX SHOW-LIVE/SADOMASO-MISDEAM

SEXUAL ASSAULT OF ANIMAL
SEXUAL DELINQ MINOR CONTR ATT

SEXUAL DELINQ MINOR — CONTRIBUTE

SEXUAL MISCONDUCT
SIMULATE LEGAL PROCESS
SODOMY |

SODOMY | ATTEMPT

SODOMY I

SODOMY Il ATTEMPT

SODOMY I

SODOMY Il ATTEMPT

SOLICIT CLASS A FELONY
SOLICIT CLASS A MISDEMEANOR
SOLICIT CLASS B FELONY
SOLICIT CLASS C FELONY
SOLICIT MURDER/TREASON
SOUND RECORDING UNLAWFUL
SPEED RACING EVENT ORGANIZING

OPS 6 — NCIC CODES
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AM
AM
CF
AM
AF
BF
BF
CF
CF
AM

BF
AM
AM
UM
BM
BF
CF
CF
AM
AM
BM
CF
AM
AM
BM
AM
CF
AM
CF
CF
AM
AM
BM
AM
CM
CF
AF
BF
BF
CF
CF
AM
BF
BM
CF
AM
AF
BM
CF

133.310
166.270
166.015
166.015
164.415
164.415
164.405
164.405
164.395
164.395

059.135
807.510
803.085
471.475
166.320
163.427
163.427
163.425
163.425
163.415
163.415
163.425
163.425
163.415
163.415
181.599
181.599
181.812
181.812
167.062
167.062
167.333
163.435
163.435
163.445
162.355
163.405
163.405
163.395
163.395
163.385
163.385
161.435
161.435
161.435
161.435
161.435
164.865
811.127

xX X X Z

NEW
NEWX
NEW
NEWX
NEW
NEWX

02
03
02
03
03
01

02
05
03
04
01

5007
5212
5306
5306
1299
1299
1299
1299
1299
1299

2699
2699
7199
4102
5299
3699
3699
3699
3699
3699
3699
3699
3699
3699
3699
3612
3612
3699
3699
4099
4099
1199
3805
3805
3699
2699
1199
1199
1199
1199
1199
1199
DEP ON CRIME
DEP ON CRIME
DEP ON CRIME
DEP ON CRIME
0999
2599
7399
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SPREAD COMMUNICABLE DISEASE
STALKING ATTEMPT

STALKING FELONY

STALKING MISDEMEANOR
STALKING/VIOL COURT ORDER AM
STALKING/VIOL COURT ORDER CF
STALKING/VIOL OFFICER ORDER AM
STALKING/VIOL OFFICER ORDER CF
STRANGULATION

STRANGULATION ATTEMPT
STRANGULATION FELONY

STRANGULATION FELONY — ATTEMPT

SUPPLY CONTRABAND

SUPPLY CONTRABAND ATTEMPT
SUPPLY FALSE INFO TO AGENCY
SUPPLY LIQ MINOR/INTOX PERS

TAKING BEAR BY UNLAWFUL METHOD

TAMPER DRUG RECORDS ATTEMPT
TAMPER WITH A WITNESS

TAMPER WITH A WITNESS ATTEMPT
TAMPER WITH EVIDENCE

TAMPER WITH EVIDENCE ATT
TAMPER WITH LOTTERY RECORDS
TAMPER WITH PUBLIC RECORDS
TAMPERING WITH CABLE TV EQUIP
TAMPERING WITH DRUG RECORDS
TELE SOLICIT CHARITY PURPOSE
TELEPHONIC HARASSMENT

THEFT BY DECEPTION

THEFT BY DECEPTION ATTEMPT
THEFT BY EXTORTION

THEFT BY EXTORTION ATTEMPT
THEFT BY RECEIVING

THEFT BY RECEIVING ATTEMPT
THEFT |

THEFT | AGGRAVATED

THEFT | AGGRAVATED ATTEMPT
THEFT | ATTEMPT

THEFT Il

THEFT Il ATTEMPT

THEFT Il

THEFT LOST/MISLAID PROPERTY
THEFT OF SERVICES OVER 10,000
THEFT OF SERVICES OVER 750
THEFT OF SERVICES OVER 750 ATT
THEFT OF SERVICES UNDER 50
THEFT OF SERVICES UNDER 750
THEFT SERVICES OVER 10,000 AT
THROW BURNING MATERIAL
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UF
BM
CF
AM
AM
CF
AM
CF
AM
BM
CF
AM
CF
AM
CF
AM

AM
AM
CF

AM
AM
BM
CF
AM
BM
CF
CM
BM
CF

AM
BF

CF

CF

AM
CF

BF

CF

AM
AM
BM
CM
CF
BF

CF
AM
CM
AM
CF
UM

433.010
163.732
163.732
163.732
163.750
163.750
163.747
163.747
163.187
163.187
163.187
163.187
162.185
162.185
468.953
471.410

498.164
167.212
162.285
162.285
162.295
162.295
162.305
162.305
164.373
167.212
165.555
166.090
164.085
164.085
164.075
164.075
164.095
164.095
164.055
164.057
164.057
164.055
164.045
164.045
164.043
164.065
164.125
164.125
164.125
164.125
164.125
164.125
476.715

02B
02A
02A
02B
02A
02B

4x

X X

02B
02A

04D
04C
04CX
04A
04B
04DX

5599
7099
7099
7099
5099
5099
5099
5099
1399
1399
1399
1399
5899
5899
NONE
4199

6201
2589
4805
4805
4804
4804
7399
7399
7199
2589
5799
5309
2399
2399
2199
2199
2399
2399
2399
2399
2399
2399
2399
2399
2399
2899
2399
2399
2399
2399
2399
2399
5208

6-17



Offender Profile System (OPS) Training Manual

THROW OBJECT OFF OVERPASS |
THROW OBJECT OFF OVERPASS I
TOBACCO PRODUCTS FALSE REPORT
TRADE AGAINST CUSTOMER ORDER
TRADEMARK COUNTERFEITING |
TRADEMARK COUNTERFEITING II
TRADEMARK COUNTERFEITING Il
TRAFFIC IN STOLEN VEHICLE
TRAFFIC VEH W/ALTERED VEH ID
TRAFFICKING IN PERSONS BFELN
TRAFFICKING IN PERSONS AFELN
TRANSPORT CHILD PORNOGRAPHY
TRANSPORT HAY UNLAWFULLY
TRANSPORT MEAT CARCASS UNLAW
TRANSPORT METAL PROPERTY UNLAW
TREASON

TREE SPIKING - INJURY

TREE SPIKING FELONY

TREE SPIKING MISD

UNAPPROVED VEHICLE WINDOWS
UNAUTHORIZED DEPARTURE
UNAUTHORIZED USE LIVESTOCK ANIMAL
UNAUTHORIZED USE VEHICLE
UNAUTHORIZED USE VEHICLE ATT
UNBRANDED FOREST PRODUCTS
UNDUE INFLUENCE - ELECTIONS
UNLAW LOC WHERE CHILDREN CONG
UNLAW POSS OF RENTED MOTOR VEH
UNLAW POSS RENT MOTOR VEH ATT
UNLAWFUL AIR POLLUTION 1
UNLAWFUL AIR POLLUTION ATTEMPT
UNLAWFUL CONTACT WITH A CHILD
UNLAWFUL DIRECTING OF LIGHT
UNLAWFUL DISPOSAL OF BODY
UNLAWFUL DIST CABLE EQUIP ATT
UNLAWFUL DISTRI CABLE TV EQUIP
UNLAWFUL DISTRIB CIGS A MISD
UNLAWFUL DISTRIB CIGS B FEL
UNLAWFUL DISTRIB CIGS C FEL
UNLAWFUL ENTRY MOTOR VEHICLE
UNLAWFUL ENTRY-CRIME SCENE
UNLAWFUL HAIR DESIGN

UNLAWFUL INCOME TAX PREPARATIO
UNLAWFUL INHALANT USE

UNLAWFUL LABEL SOUND RECORDING
UNLAWFUL LABEL VIDEOTAPE
UNLAWFUL PARAMILITARY ACTIVITY
UNLAWFUL POSS OF PHOSPHORUS
UNLAWFUL POSS OF PSEUDOPHEDRIN
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CF
AM
CF
BF
BF
CF
AM
CF
AM
BF
AF
BF
CM
CM
CM
UF
BF
CF
AM

AM
AM
AM
CF
AM
BM
CF
AM
CF
AM
BF
CF
CF
AM
BM
CM
BM
AM
BF
CF
AM
BM
BM
AM
BM
CF
CF
CF
AM
AM

166.651
166.649
323.630
059.780
167.150
167.145
167.140
819.310
819.430
163.266
163.266
163.677
164.815
164.863
164.857
166.005
164.877
164.877
164.877

815.090
162.175
167.385
164.135
164.135
532.130
260.665
163.476
164.138
164.138
468.939
468.939
163.479
163.709
146.121
164.132
164.132
323.482
323.482
323.482
164.272
146.107
690.015
673.990
167.808
164.868
164.872
166.660
475.969
475.973

03

1A
1B

03
02
04

01A

02

02

2A
2D
2BC

5B

03
05A

7399
7399
2607
2699
2503
2503
2503
2499
2499
6411
6411
3706
6299
6201
7199
0101
6205
6205
6205

5499
2411
6201
2411
2411
6205
5999
3699
2499
2499
6205
6205
3699
7099
4804
7199
7199
5599
5599
5599
2411
4811
7099
6199
3599
2599
2599
7399
5599
5599
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UNLAWFUL POSSESSION OF LIQUOR
UNLAWFUL PURCHASE SECURITIES
UNLAWFUL RECORD PERFORMANCE
UNLAWFUL SEXUAL PENETRATION |
UNLAWFUL SEXUAL PENETRATION II
UNLAWFUL SIGNING PETITION
UNLAWFUL SUBLEASE OF VEHICLE
UNLAWFUL TAKING OF GAME MAMMAL
UNLAWFUL TREE SPIKING
UNLAWFUL TREE SPIKING — INJURY
UNLAWFUL TREE SPIKING — MISD
UNLAWFUL USE OF GROUND WATER
UNLAWFUL VEHICLE SALVAGE
UNLAWFUL WATER POLLUTION 1
UNLAWFUL WATER POLLUTION 2

UNLAWFULLY SELL SECURITIES
UNREGISTERED SECURITIES

USE CHILD DISPLAY SEX ACT

USE CHILD DISPLAY SEX ACT ATT
USE CONTRACTORS LIC W/O AUTH
USE INVALID OPERATORS LICENSE
USE MACE, TEAR GAS, STUN GUN
USE MACE/STUN GUN/TEAR GAS
USE MINOR DRUG OFFENSE

USE MINOR DRUG OFFENSE AT
USE MINOR DRUG OFFENSE MISD
USE SLUGS UNLAWFULLY

USING ANOTHER'S DRIVER LICENSE

VEH ASSAULT OF BICYCLIST/PED
VIDEOTAPE RECORDING UNLAWFUL
VIOL PRES DRUG LAW - SCH IV/V
VIOL PRESC DRUG LAW - SCH |
VIOL PRESC DRUG LAW - SCH |
VIOL PRESC DRUG LAW - SCH I
VIOL PRESC DRUG LAW - SCH I
VIOL PRESC DRUG LAW - SCH 1lI
VIOL PRESC DRUG LAW - SCH Il
VIOL PRESC DRUG LAW - SCH VIV
VIOLATE WILDLIFE LAW-FELONY
VIOLATE WILDLIFE LAW-MISD
VIOLATION - WILDLIFE

VIOLATION / WILDLIFE LICENSE
VIOLATION TAXIDERMY LICENSE
VIOLATION/FAIL STANDARDS LAND
VOTE COUNTING - ILLEGAL ACTS
VOTING WHEN NOT ENTITLED

WEAP DISCHARGE/THROW AT TRAINS

OPS 6 — NCIC CODES
Revised Date: 01/25/16

AM
BF
CF
AF
BF
CF
AM
AM
CF
BF
AM
UM
AM
BF
AM

BF
BF
AF
BF
AM
AM
CF
AM
AF
BF
AM
BM
AM

AM
BM
CM
CF
CF
AM
AM
BM
BM
CM
CF
AM
UM
AM
UM
UM
CF
AM

AM

471.478
059.127
164.869
163.411
163.408
260.555
822.090
498.002
164.886
164.886
164.886
537.535
819.040
468.946
468.943

059.115
059.055
163.670
163.670
701.990
807.580
163.213
163.212
167.262
167.262
167.262
165.047
807.600

811.060
164.875
475.993
475.993
475.914
475.993
475.914
475.993
475.914
475.914
496.992
496.992
496.162
497.075
497.238
527.710
260.645
260.695

166.635

02
03
04

02B

02D
02A
02A
02B
02B
02C
02C
02D
03

01

1B

4102
7399
2599
1199
1199
2699
2699
6201
6205
6205
6205
6205
7199
6205
6205

7399
7399
3699
3699
2699
2604
5299
5299
3599
3599
3599
2307
2699

5499
2599
3599
3599
3599
3599
3599
3599
3599
3599
6299
6299
6299
7399
7399
6299
5999
5999

5213
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WEAPON - CARRY CONCEALED
WEAPON - SLUGGING/STABBING
WEAPON DISCHARGING AT AIRPORT
WEAPON POSSESS ATTEMPT -INMATE
WEAPON POSSESS UNLAWFUL ATTMPT
WEAPON POSSESSION - INMATE
WEAPON USE UNLAWFUL
WEAPON-REGISTER CONCEALABLE CF
WEAPON-REGISTER CONCEALABLE/AM
WRECKING BUSINESS OFFENSE
WRONGFUL CLAIM FOR PAYMENT
WRONGFULLY ACCEPT PAYMENT

OPS 6 — NCIC CODES
Revised Date: 01/25/16

BM
AM
AM
BF
BM
AF
CF
CF
AM
AM
CF
CF

166.240
166.510
166.638
166.275
166.250
166.275
166.220
166.420
166.420
822.135
411.675
411.690

09
03C

5202
5299
5299
5299
5212
5299
5213
5202
5202
7199
2699
2699
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OPS CHAPTER 7 — Modifying Offender Records
Note: All modifications/updates to an existing supe rvision are the
responsibility of the supervising county and not th e sentencing county.

7.1  ABSCOND/IMMI/PSRB RETURNS

Step 1 — From the Main Menu, type a ‘8=CC Abscond Return Process’ on the selection
line, this will bring up the ‘Community Corrections Admission’ screen. Type offender’s
SID # on ‘Offender’ line, press enter to bring offender to screen. Tab down to
‘Admission Date/Time’ field, put in arrest date using military time (i.e. 1500); tab down to
‘Caseload’ field and enter PO caseload #, press enter. You will get the message
‘Admission from non-supervised status processed’. NOTE: Verify IMMI Status with

ICE.

OPS225I Corrections Information Systems (TEST) 10:38:27
MCCARTHY Community Corrections Admission 9/14/05
Offender.............. 1234567 OFFENDER, TEST

DOB......ccoveiee 12/17/1957

Current status........ Post Parole

Last location......... MARI

Release date/time.....
Supervision level..... LTD

Admission to location. MARI Marion County Community Corrections
Admission date/time... 9142005 1300
Caseload.............. 8102 CAIN, JIM

Post admission status.

LC conviction county..
LC supv status code...
Copy PSI data from.... SIDNO 00000000

F3=Exit F4=Prompt F5=Refresh F6=New admission
F7=Current date/time F9=Retrieve F11=Menu bar F12=Cancel
Admission from non-supervised status processed.

OPS 7 Modifying Offender Records in CIS 1
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Step 2 — Press enter this will take you to the ‘Work with Offenses’ screen. Check
offenses, modify if needed (Court order/PPS order needed) including adding INOP time
if there is a local control PPS line (see OPS Chapter 16 for instructions on adding INOP
time), press enter.

OPS230I Corrections Information Systems (TEST) 10:43:03
MCCARTHY Work with Offenses 9/14/05

Offender1234567 OFFENDER, TEST Record key:
Status: PostParole MARI Marion County Community Correc
DNA Collection Required OISC migr date... 2/12/2002
Enter option... Custody cycle.... 2
2=Change 3=Copy offense 4=Delete 5=Display
7=Add sentence 8=Conditions 9=Custody units 17=Add LC
OFF# DOCKET CNTY ORS ABBREV ORS NUMBER SG SANC SGDO
CS Type Begin date Length Max date ~ Term date Code
20 87102201/01 LINN FAILAP 1 162.205 N Y
00 IFPA  05/31/1988 005-000-000 04/13/1993 04/13/1993 EXPI
21 01102329/01 LINN BURG | 164.225 Y Y
00 IF 02/12/2002 000-019-000 05/06/2003 05/06/2003 POST
00 OFPO  05/06/2003 000-036-000 05/09/2006
22 87102201/02 LINN FAILAP 1 162.205 N Y
19 IFPA  05/31/1988 005-000-000 06/21/2008

Bottom
F3=Exit F6=Add docket F7=Facesheet F8=Notes F10=Print Options
F11=Menu bar F12=Cancel F14=Recalculate F20=Add Local F24=More keys...

Step 3 — Press enter this will take you to the ‘Offender Print’ screen, put a 5 on the
option line, press enter to print kardex.

OPS511l1 Corrections Information Systems (TEST) 10:46:57
MCCARTHY Offender Print 9/14/05

Offender: 1234567 OFFENDER, TEST
Status: PostParole  MARI Marion County Community Corrections

Facesheet - with detainers and notifiers
Facesheet - display

Facesheet

Facesheet - with detainers

pPONPE

Kardex - print
Kardex - display
Movement history (ISU only)

No o

8. Facesheet - log
9. Facesheet - work with

10. Print Offenses & Sentences

Option: 5
F3=Exit F9=Retrieve F11=Menu Bar F12=Cancel

Enter desired option = 1 to 10

Step 4 — Go to WebLEDS to modify EPR RTP field (refer to EPR Steps in Chapter 5,
Modifying an EPR).

OPS 7 Modifying Offender Records in CIS 2
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Step 5 — Attach MPR confirmation to blue EPR worksheet or follow your county policy.
Attach paperwork to file and give to appropriate PO.

Step 6 — Per your county policy, follow process for supervision fee account.
Step 7- Remember to Check the Fee Screen to make sure the Fees are billing correctly.
7.2 UNSU RETURN (Parole Board Cases)

*THIS CANNOT BE DONE UNLESS YOU HAVE AN ORDER FROM THE PAROLE
BOARD.

From the ADMISSION PROCESS on your main menu:

Step 1 — Type SID # on ‘Offender’ line, on the ‘Community Corrections Admission’
Screen, press enter, this will bring offender to screen. Tab down to ‘Admission
Date/Time’ field, put in return date (taken from Parole Board Order) using military time
(i.e. 0800). Tab down to ‘Caseload’ field, enter PO caseload #, press enter to process.
You will get message ‘Admission from non-supervised status processed’.

OPS225I Corrections Information Systems (TEST) 8:43:51
MCCARTHY Community Corrections Admission 9/15/05
Offender.............. 1234567 OFFENDER, TEST

DOB......coveureene 11/08/1980

Current status........ Post

Last location......... MTGR

Release date/time.....
Supervision level..... MED

Admission to location. MTGR Community Corrections
Admission date/time... 09152005 0800
Caseload.............. 3013

Post admission status. PO Post Prison

LC conviction county..

LC supv status code...

Copy PSI data from.... SIDNO 00000000

F3=Exit F4=Prompt F5=Refresh F6=New admission
F7=Current date/time F9=Retrieve F11=Menu bar F12=Cancel

Step 2 — Use F11-3-C or press enter until you get to the ‘Work With Offenses’ screen.
Check offense lines, modify if needed, press enter.

Step 3 — Use F11-3-K or press enter until you get to the “Offender Print” screen, put a
‘5’ on the option line, press enter. This will print kardex.

Step 4 — Per county policy follow supervision fee manual if applicable.

OPS 7 Modifying Offender Records in CIS 3
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Step 5 — Go to WebLEDS to modify appropriate fields (refer to EPR Steps, OPS
Chapter 5, Modifying an EPR).

A. MBX: Enter LEDS mailbox # of PO that will be supervising case; this will
populate the PON, POD, POE, and POO fields. If your county doesn’t use
the mailbox function on EPRs enter an ‘X’ or an asterisk **’ in the first
character space or enter the 3-letter mnemonic for your ORI. Responses
will go to your default printer unless users profile has been set to display.

B. RTP: Enter type using drop down arrow or taken from EPR RTP Code list

C. MIS: Miscellaneous information can be entered here. PO’s name and
numbers should be entered into the PON, POD, etc fields now that they are
available. Conditions should always be entered in the conditions fields by
using the (supplemental) EN mask or during the original EPR entry (QPR
mask), or per your county policy.

Press ‘Submit’ button to send to LEDS.

Step 6 — Staple MPR confirmation to blue EPR worksheet or follow your county policy.
Step 7- Remember to Check the Fee Screen to make sure the Fees are billing correctly.
7.3 CMPO RETURN

From the ADMISSION PROCESS on your main menu:

1. Type the SID# on the “Offender” line on the Community Corrections Admission
Screen, press enter to bring up the offender. Tab down to “Admission Date/Time” field,
put in the date the offender report to PO either by phone or in person, as per your
county policy, and also put in a time using military time. Tab down to “Caseload” field,
enter the PO’s caseload #, press enter to process. You will get message “Admission
from non-supervised status processed.”

2. Print a kardex.

3. Modify EPR eliminating any reference to offender being on compact status in
another state.

7.4  Returning the offender from INPR or Local Control U~ NSU.

*THIS CANNOT BE DONE UNLESS YOU HAVE AN ORDER FROM THE LOCAL
CONTROL BOARD or for INPR - COMMUNITY CORRECTIONS S UPERVISOR

If it is determined that the offender is to be returned from unsupervised status, your PO
will complete the Return to Active Supervision section of the form that is signed by a
supervisor, the Supervising Authority or director. (Check with your FAUG Rep for these
forms, samples below).

OPS 7 Modifying Offender Records in CIS 4
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The return to active is the same process as reactivating an offender from ABSC. From
the Main Menu, Select, ‘3’ Admissions. Enter the offender’s SID and press enter to
retrieve. Tab to Admission Date and Time and enter the date that the PO/Supervisor
has returned them from unsupervised status, tab to Post Admission Status and enter
the correct status, PR, PO. The fee system will reactivate the print switch and restart
accrual with the next billing cycle. Modify the EPR according to your office policy if
needed.

7.5 ADDING AN OFFENSE

DO NOT ADD THE FOLLOWING TYPES OF OFFENSES:

Bench probation (except incoming Compact)
City Ordinances

Bench parole

“Fake” charges like Criminal Forfeiture, etc.

From the CC COURT ORDERS PROCESS on your main menu:

Step 1 — On the ‘Work With Offenses’ screen, press ‘F6=add docket’, fill in:

» docket #/case # (a total of 15 numbers only including /count number) taken from
Court Order (specify counts by using “/01, etc”, count #'s should match Court
Order);

e county of conviction;

* sanction status — read the court order very carefully to determine sanction status,
use F4 to determine proper entry, know your court’s policy on misdemeanor
sanctions. At this time there will only be three options: (1) use SANC when court
allows sanctions as does your county office, (2) use PSSR when court does not
allow sanctions, (3) leave blank — ONLY - if your court allows sanctions but your
office policy does not (example: XYZ County Community Corrections requires all
misdemeanors violations to be reported to the court even though the court would
allow structured sanctions to be imposed);

* ORS # (taken from ORS table ‘F4=prompt’) (if offense is solicitation or
conspiracy, enter appropriate ORS # in the first ORS field this will trigger the
requirement to enter a corresponding “C or S” in the ‘inchoate’ field, in the
second ORS # field fill in the underlying crime);

» sentencing guidelines ‘Y’ (felonies committed after 11/1/89) or ‘N’
(misdemeanors);

» felony=misdemeanor ‘N’ (normal sentence), ‘Y’ (felony treated as misdemeanor —
FMP). These are the only two codes that should be used at the time an offense is
added. Two other codes available are ‘C’ (felony is misdemeanor at completion
of supervision-MFP) and should ONLY be used after body closure; and ‘E’ (when
misdemeanor status is earned during course of probation). DO NOT ENTER the
‘C’ code or ‘E’ code at the beginning during admissions! (Refer to Felony
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Convictions with Misdemeanor Treatment in Misc. sec  tion for more detailed
information) ;

* CSS & CHS (grid score taken from Court Order);

» sentencing Judge’s name (last name first);

» defense counsel;

» district attorney;

« DA#,

» crime date (taken from Court Order or OJIN);

* M57 Eligible _ M57 Convicted___, this is a specific finding that the court makes
and you will only enter a *Y” or “N” (for yes or no) in the appropriate field if the
court has made that finding. If you do not see this on the order leave the fields
blank.

* arrest date — enter if available, okay to leave blank;

» conviction date (from the order). Usually conviction date is the date of the
sentencing order; rarely an offender is convicted on one date and sentencing is
held over pending a PSI. NOTE: For Conditional Discharges and Supervised
Diversions the system will not allow a conviction date.

* sentence type (P=probation; D=diversion; C=conditional discharge);

* begin date (same as conviction/sentence/proceeding date);

» length of sentence is entered as shown on the court order (days, months, or
years)

When all entry has been done, press enter. You will get the message ‘Docket, offense,
and sentence added'.

Press enter again to take you back to the “Work with Offenses” screen. NOTE: If
sentences are merged, go to the sentence line of th e offense to be merged, put a
‘2=change’, press enter. Tab down to the ‘mergedt 0’ line and enter the offense
number that this offense is being merged with.

Step 2 — Put “Option 8=Conditions” on first line of offense next to docket #, press enter.
This will bring you to the “Work with Conditions” screen. Press “F17 (Shift F5)=add
conditions,” put a 1 beside each special condition that is listed on Court Order (page
down to go to next condition screen), press enter. Press “F17 (Shift F5)=selected
conditions” to see list of chosen conditions. NOTE: No need to enter general
conditions . On probation cases, use probation conditions. For post-prison supervision
cases use “SC” conditions only, except SUPV (for supervision fees) goes on all cases
and CMPF (compensatory fine) can also be used for pps cases. Put a “2=change”
beside each condition that needs text added, money amounts, hours or days (taken
from Court Order). You can add text to the “SC” conditions to list those conditions the
PO has imposed under SC10, but it is not required. Adding text to the SC10 condition
description field is a county-by-county decision. ALL FINANCIAL OBLIGATIONS
EXCEPT RESTITUTION/COMPENSATORY FINES AND SUPERVISION/PROBATION
FEES ARE ADDED TOGETHER UNDER COFO. Check Court Order for Supervision
Fee Amount (refer to Supervision Fee Manual) for steps to updating the supervision fee
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amount or waiver instructions, if applicable. Press enter to take you back to “Work with
Offenses” screen.

Step 3 — Print a Kardex. You can get to the ‘Offender Print’ (kardex) screen by one of
three ways: (1) press ‘F10=Print Options’; (2) use F11, 3, K; or (3) press enter four
times to advance screens. Put a 5 on the ‘Option’ line and press enter — this will print a
kardex.

Step 4 — If new case added has a longer expiration date than original crimes, Go to
WebLEDS (refer to EPR Steps, Chapter 5, Modifying an EPR). Modify DOE field, type
in new expiration date (YYYYMMDD). Press ‘Submit’ button to send to LEDS.

Step 5 — Type label per your county policy.

NOTE: 7.5 gives instruction for adding a new probat  ion sentence. If you need to
revoke a probation sentence and add a local control sentence, or add a new local
control sentence, please see OPS Chapter 15. If you  add a local control sentence
to an existing Parole Board offender, don’t forget to notify the Board by sending a
release plan and the judgment sentencing the offend er into local control. Fax to
503-373-7558.

7.6 CLOSING A SINGLE OFFENSE LINE
From the CC COURT ORDERS PROCESS on your main menu:

Check for Restitution (SC7)/Compensatory Fine and C ~ ommunity Service
condition first, following Condition Tracking Manua |. NOTE: Do not use for
Felony cases revoked, unless closing line to RTNS.

Step 1 - On the ‘Work With Offenses’ screen, put ‘2=Change’ on appropriate open
sentence line that needs to be closed, press enter, this will bring you to the ‘Sentence
Data’ screen, tab down to ‘termination date’ field, put date of closure [either date expired
or date from Court Order for EARL, BNPB, CRTR (Misdemeanors only), COMP, and
RTNS], tab to ‘termination code’ field, enter appropriate closure code (F4=Prompt for list
or refer to Sentence/Body Closure List). Press enter to process you will get message
‘record updated’. Conditions will move to Expired Conditions Table. Repeat these
steps for each offense that needs to be closed. Press enter that will take you back
to the ‘Work With Offenses’ screen.
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OPS230I Corrections Information Systems (TEST) 9:32:21
MCCARTHY Work with Offenses 9/15/05
Offender: 1234567 OFFENDER, TEST Record key:
Status: PostPrison/BRD MTGR Multhomah Gresham Office

DNA Collection Required OISC migr date...
Enter option... Custody cycle.... 1

2=Change 3=Copy offense 4=Delete 5=Display
7=Add sentence 8=Conditions 9=Custody units 17=Add LC
OFF# DOCKET CNTY ORS ABBREV ORS NUMBER SG SANC SGDO
CS Type Begin date Length Max date ~ Term date Code
03 001138669/01 MULT POSSUBCF 475.99204B Y Y
00 PFPR  11/27/2000 000-027-000 02/26/2003 02/26/2002 VIOL
00 LF 02/26/2002 000-006-000 08/25/2002 08/25/2002 EXPI
04 001138669/02 MULT THEFT Il 164.045 N Y
2 00 PMPR 11/27/2000 000-027-000 02/26/2003
05 PPSVSANC MULT PPSV SANC  144.108 Y N
00 L 01/04/2002 000-000-120 05/03/2002 05/03/2002 EXPI

More...
F3=Exit F6=Add docket F7=Facesheet *F8=Notes F10=Print Options
F11=Menu bar F12=Cancel F1l4=Recalculate F20=Add Local F24=More keys...

OPS235I Corrections Information Systems (TEST) 9:33:31

MCCARTHY Sentence Data 9/15/05
CHANGE

Offender............ 1234567 OFFENDER, TEST

Status.............. PostPrison  MTGR

Offense/Sentence.... 04 001 Court Case.......... 001138669/02

Sentencing Guid..... N County.............. MULT

ORS....cccvvvie 164.045 THEFT Il AM THEFT Il

Sent type........... P

Begin date.......... 11/27/2000

Compact begin dt....

Length (ymd)........ 0-27- 0 Life(L).errenes

Inop days...........

CS1t0.viiiirinnns MRG to..............

Tent paro disc date.

Termination date.... 02262003 Max sent date....... 2/26/2003

Termination code.... EXPI Max indet sent date.

F3=Exit F4=Prompt F5=Refresh F11=Menu bar F12=Cancel

NOTE: If your county includes the special conditions on the EPR, then you will need to
check the EPR and remove any special conditions that do not apply because of the
offense being closed. Go to WebLEDS to remove conditions. If conditions are in MIS
field, you will need to fully retype MIS field; or if conditions are in the condition field,
enter ‘XN’ in ‘Go To Mask’ box or click on ‘XN’ from your favorites list to get to the
‘Cancel Persons Supplemental Info’ screen, the cursor will be on the Name field. Enter
name and SID # or LNU #, tab to CND field and enter any special conditions that need

to be removed.

Press ‘Submit’ button to send to LEDS.

Step 2 — Press enter this will take you to the ‘Offender Print’ screen, put a ‘5’ on option
line to print kardex. Press F3 to return to first screen. F3 to return to Main Menu.

OPS 7 Modifying Offender Records in CIS
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Step 3 — Per your county policy, give paperwork to PO.

*Expired Offenses Conditions

Prior to July 1, 2003, our policy was to delete all conditions when a count was expired
out, thereby removing them from the kardex. Since that time all conditions from a closed
offense line closes to a subset file automatically. Occasionally an odd condition will
show up on a kardex from an old offense. There are two ways to remove the orphan
conditions. One, and the easiest is to put an 8 for conditions on the offense line of the
old offense and check to see if any conditions were overlooked and not deleted
originally. Enter a 4 to delete and press enter. If the case closed out prior to July 1,
2003 it is safe to delete the condition . If the offense was closed after 2003, then
simply remove the closure date and code to reopen the offense and then reclose, this
will cause any orphan conditions to go to the subset table.

7.7 TRANSFERRING FROM LEAVE (AIP, Transitional, or STTL) STATUS TO
POST-PRISON STATUS

IMPORTANT NOTE: Moving an offender to Post-Prison S ___upervision _ status from
Leave status should be done as soon as possible, and preferably done within one
week of status change ! You can admit the offender without a PPS order by using the
data in CIS to create the ‘O’ line. The PPS sentence begin date will be the same as the
last termination date to POST or AIP. The PPS sentence length can be found by using
Option 5-Display on the ‘I’ line; PPS length is located in the upper center of the screen.
When you get the PPS order, verify the docket/sentence data, PPS length, and add
conditions.

Sent type.... | Begin date... 2/28/2012 Tolling date 2/28/2012
CSto........ Length (ymd). 0- 27- 0 L/D/NoParo).
MRG to....... PPSlength... 3- 0- 0O Inopdays...

From the CC RELEASE PROCESS on your main menu:

Step 1 — On the ‘Work with Offenses’ screen, enter SID # on ‘Offense line’, press enter
to bring offender to screen. If appropriate offenses are not closed to “POST, AIP or
SUMM” already, contact OISC to close the ‘I’ lines before proceeding. NOTE: OISC
should have the ‘I’ lines closed no later than the next business day after the
completion of the T/L.

Step 2 — After ‘I lines are closed to “POST, AIP or SUMM”, put ‘7=Add Sentence’ on
appropriate sentence line to add sentence, press enter, this will bring you to the
‘Sentence Data’ screen.
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OPS230I Corrections Information Systems (TEST) 9:18:19
MCCARTHY Work with Offenses 9/22/05

Offender: 1234567 OFFENDER, TEST Record key:
Status: Leave MARI Marion County Community Correc
DNA Collection Required OISC migr date...
Enter option... Custody cycle.... 1
2=Change 3=Copy offense 4=Delete 5=Display
7=Add sentence 8=Conditions 9=Custody units 17=Add LC
OFF# DOCKET CNTY ORS ABBREV ORS NUMBER SG SANC SGDO
CS Type Begin date Length Max date ~ Term date Code
04 04C44611/01 MARI POS SUB CF 475.99204B Y N
00 LF 08/12/2004 000-000-010 08/12/2004 08/12/2004 EXPI
05 04C44611/02 MARI POS SUB CF 475.99204B Y N
00 LF 08/12/2004 000-000-010 08/12/2004 08/12/2004 EXPI
06 04C41155/01 MARI POS SUB CF 475.99204B Y N
00 LF 08/12/2004 000-000-010 08/12/2004 08/12/2004 EXPI
7 07 04C45510/01 MARI FAIL AP | 162.205 Y N
00 IFLV  08/19/2004 000-018-000 12/29/2005 09/22/2005 AIP
Bottom
F3=Exit F6=Add docket F7=Facesheet F8=Notes F10=Print Options
F11=Menu bar F12=Cancel F1l4=Recalculate F20=Add Local F24=More keys...

Fill in the following:
* Sentence type will be “O7;
* Begin date (taken from Post-Prison Order — same as Physical Release Date);
» tabto ‘Length’ field and put in months (taken from Post-Prison Order), press
enter you will receive a message ‘record updated’. Repeat this step for each

offense. Enter special conditions taken from the PPS Order, repeating for each
offense.

NOTE: Don't forget to also select the Supervision Fee condition. If
Compensatory Fine is listed on PPS order under SC10 , use the probation
condition of CMPF (compensatory fine).

OPS235I Corrections Information Systems (TEST) 9:21:13

MCCARTHY Sentence Data 9/22/05
CREATE

Offender............ 1234567 OFFENDER, TEST

Status.............. Leave MARI

Offense/Sentence.... 00 000 Court Case.......... 04C45510/01

Sentencing Guid..... Y County.............. MARI

ORS....ccoviie 162.205 FAIL AP | CF FAIL TO APPEAR |

Sent type........... O

Begin date.......... 09222005

Compact begin dt....

Length (ymd)........ 0-012- O Life (L)..cceeneeen.

Inop days...........

CSt0.uvriririinns MRG to..............

Tent paro disc date.

Termination date.... Max sent date.......

Termination code.... Max indet sent date.

F3=Exit F4=Prompt F5=Refresh F11=Menu bar F12=Cancel

‘002 record updated’
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Press enter again to return to the ‘Work With Offenses’ screen. You will get message
‘Status does not match offenses. Correct offenses or F13=change status’. Check to
make sure “SANC” code has been entered. There should be a ‘Y’ on the offense line
under ‘SANC’ column. If no “SANC” code has been entered, enter by typing a
‘2=Change’ on ‘Offense Line’, press enter. This will take you to the ‘Sentence Data’
screen, type “SANC” in ‘Sanction Status’ field, press enter you will receive message
‘record updated.” Press enter to return to ‘Work With Offenses’ screen.

OPS230I Corrections Information Systems (TEST) 9:35:58
MCCARTHY Work with Offenses 9/22/05

Offender: 1234567 OFFENDER, TEST Record key:
Status: Leave MARI Marion County Community Correc
DNA Collection Required OISC migr date...
Enter option... Custody cycle.... 1
2=Change 3=Copy offense 4=Delete 5=Display
7=Add sentence 8=Conditions 9=Custody units 17=Add LC
OFF# DOCKET CNTY ORS ABBREV ORS NUMBER SG SANC SGDO
CS Type Begin date Length Max date ~ Term date Code
07 04C45510/01 MARI FAIL AP 162.205 Y N
00 IFLV  08/19/2004 000-018-000 12/29/2005 09/22/2005 AIP
00 OFPO  09/22/2005 000-012-000 09/21/2006

Bottom
F3=Exit F6=Add docket F7=Facesheet F8=Notes F10=Print Options
F11=Menu bar F12=Cancel F14=Recalculate F20=Add Local F24=More keys...
Status does not match offenses. Correct offenses o r F13=change status.  +

Step 3 — Either use F13=Change Status or press enter to use the ‘Offender Release’
process. If you press F13 you will get a window, enter in the date of admission and
current time; make sure current status and derived status are correct and change if
necessary; press enter. Use F14=Recalculate at this time to recalculate sentences to
make sure status reads correctly (PostPrison/BRD). ~ OR ~ On the ‘Offender Release’
screen, enter in ‘Release Date’ (taken from Post-Prison Order — same as Physical
Release Date), tab to ‘Time’ field put in whatever time of day it is you are doing the
entry, tab to release ‘Type Code’ field and put in ‘POST’, tab to ‘Release To Location’
field and put in your county/office 4-digit code (i.e. MTEA, MTGR, BAKR, COQS).
Press enter to process. Use F12 to go back to the offense screen and Use
F14=Recalculate at this time to recalculate sentences to make sure status reads
correctly (PostPrison/BRD). Admission is automatically processed when “releasing” to a
new status.

OPS270I Corrections Information Systems (TEST) 9:46:02
MCCARTHY Offender Release 9/22/05
PROCESS
* DETAINER *
Offender............ 1234567 OFFENDER, TEST * NOTIFIER *
DOB........cvvvunee 11/15/1983 Location: MARI
Status.............. LV Leave

Current caseload.... 8190 BECKY ANDERSON
Custody/Supv level..

Release date........ 9222005 Time.... 930
Release type code... POST

Release to location. MARI
F3=Exit F4=Prompt F5=Refresh F7=Current date/time

F9=Retrieve F11=Menu bar F12=Cancel
Release processed - Select new offender or P ress ENTER to continue.
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Press enter again to take you to the ‘Movement History/Maintenance’ screen where you
can check to make sure the entry is correct.

SYS4021 Corrections Information Systems (TEST) 9:48:58
MCCARTHY Movement History/Maintenance 9/22/05
RECORD KEY: 1673021 *Remarks**
Offender.... 1234567 OFFENDER, TEST Curr cycle. 01-05-01
Status...... PostPrison Location.... MARI Primary caseload 8190
Position custody/admission cycle... 1 4
--Cycle-- Location  --Admission----- ------- Release------------

01 Admission From: MARI 09/29/2003
01-04  Status: LV 08/20/2005 09/22/2005 POST MARI

01-04-01 MARI 08/20/2005 08:10 09/22/2005 09:30 POST MARI
Housing 08/20/2005 08:10 09/22/2005 09:30

01-05  Status: PO 09/22/2005

01-05-01 MARI 09/22/2005 09:30

Housing 09/22/2005 09:30

Bottom
F3=Exit F6=Insert housing F7=Remarks F10=Print F16=Caseload history
F18=Change data F20=W/W Movements F21=Auto cycle/summary maintenance

Step 4 — Go back to the offense screen and add conditions. See instruction “Step 2” on
page 6 of this chapter.

Step 5 — Go to WebLEDS to make appropriate changes (refer to EPR Steps, OPS
Chapter 5, Modifying An EPR).

A. RTP: Enter PPS

B. DOE: Enter new expiration date (YYYYMMDD)

C. Press ‘Submit’ button to send to LEDS.

Step 6 - Remember to Check the Fee Screen to make sure the Fees are billing
correctly.

7.8 EXTENDING A PROBATION SENTENCE

This is only done by the supervising office. If of  fender was convicted in your
county and supervised in another county, send order to supervising county to
extend length of sentence.

Step 1 — From the Main Menu, type a ‘5=Work With Court Order Process’ on the
selection line, press enter. This will bring up the ‘Work With Offenses’ screen. Type
offender’s SID # on ‘Offender line’, press enter to bring offender to screen. Tab down
to the appropriate sentence line, put ‘2=Change’, press enter this will bring up the
‘Sentence Data’ screen. Tab down to the ‘sentence length’ field and change
appropriately (if Court Order extends in years, add to year field or if extension is in
months, add to month field) information is taken from extension order. The total will be
what is entered in the ‘sentence length’ field. Press enter to process change, you will

get message ‘record updated’. Repeat this for each offense that needs to be
extended.
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OPS230I Corrections Information Systems (TEST) 10:22:39
MCCARTHY Work with Offenses 4/17/06
Offender: 1234567 OFFENDER, TEST Record key:
Status: Probation MTNO Multnomah North Office

DNA Collection Required
Enter option... Custody cycle.... 2

2=Change 3=Copy offense 4=Delete 5=Display
7=Add sentence 8=Conditions 9=Custody units 17=Add LC
OFF# DOCKET CNTY ORS ABBREV ORS NUMBER SG SANC SGDO
CS Type Begin date Length Max date  Term date Code
01 030231154/01 MULT ID THEFT  165.800 Y Y
00 PFPR 09/19/2003 000-024-000 09/18/2005 09/18/2005 EXPI
02 030431988/01 MULT ID THEFT  165.800 Y Y
2 00 PFPR 01/12/2004 000-018-000 07/11/2005
03 030733392/01 MULT ID THEFT  165.800 Y Y
00 PFPR 01/12/2004 000-018-000 07/11/2005
04 040934908/11 MULT ID THEFT  165.800 Y Y
00 PFPR 01/27/2005 000-018-000 07/26/2006

Bottom
F3=Exit F6=Add docket F7=Facesheet *F8=Notes F10=Print Options
F11=Menu bar F12=Cancel F14=Recalculate F20=Add Local F24=More keys...

OPS235I Corrections Information Systems (TEST) 10:29:53

MCCARTHY Sentence Data 4/17/06
CHANGE

Offender............ 1234567 OFFENDER, TEST

Status.............. Probation MTNO

Offense/Sentence.... 02 001 Court Case.......... 030431988/01

Sentencing Guid..... Y County.............. MULT

ORS....coovie 165.800 ID THEFT CF IDENTITY THEFT

Sent type........... P

Begin date.......... 1/12/2004

Compact begin dt....

Length (ymd)........ 0-18- 0 Life (L).eveneee..

Inop days...........

CSt0.ciiene. MRG to........c....

Tent paro disc date.

Termination date.... Max sent date....... 7/11/2005

Termination code.... Max indet sent date.

F3=Exit F4=Prompt F5=Refresh F11=Menubar F12=Cancel

OPS235I Corrections Information Systems (TEST) 10:38:33

MCCARTHY Sentence Data 4/17/06
CHANGE

Offender............ 1234567 OFFENDER, TEST

Status.............. Probation MTNO

Offense/Sentence.... 02 001 Court Case.......... 030431988/01

Sentencing Guid..... Y County.............. MULT

ORS....cocvvvie 165.800 ID THEFT CF IDENTITY THEFT

Sent type........... P

Begin date.......... 1/12/2004

Compact begin dt....

Length (ymd)........ 1-18- 0 Life (L)..cccoueee..

Inop days...........

CSt0.ueiiririnnnns MRG to..............

Tent paro disc date.

Termination date.... Max sent date....... 7/11/2006

Termination code.... Max indet sent date.

F3=Exit F4=Prompt F5=Refresh F11=Menubar F12=Cancel
001 record updated.
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Press enter this will take you back to the ‘Work With Offenses’ screen.

NOTE: For unusual sentence extensions make an ‘F8=  Note’. On ‘Work With
Offenses screen, press ‘F8=Note’ this will take you to the ‘Offense Note’ screen.
Press ‘F6=Create’ to make an F8 note per your count y’s practice. Press enter to
process, you will receive message ‘Note entry recor  d added’. Press enter twice
to return to ‘Work With Offenses’ screen. If youn  eed assistance in calculating
the dates, use the Date Calculator found under F11- 2.

OPS230I Corrections Information Systems (TEST) 9:25:38
MCCARTHY Work with Offenses 4/24/06
Offender: 1234567 OFFENDER, TEST Record key:
Status: Probation MTNO Multnomah North Office
DNA Collection Required
Enter opt y cycle.... 2
2=Chang Add Offense Note for splay
7=Add s 1234567 OFFENDER, TEST dd LC
OFF# O originally sentenced to 18 m on MBER SG SANC SGDO
CS 1/12/04, in court on 4/1/05 and given 1 te  Term date Code
01 year from 4/1/05 for new expiration 0 Y Y
00 date of 4/1/06; total supervision time 2005 09/18/2005 EXPI
02 from original sentence is 2 yrs 7 mo. 0 Y Y
00 2006
03 More... 0 Y Y
00 F5=Refresh F12=Cancel F13=Insert 2005
04 Fl4=Delete F15=Wrap off 0 Y Y
00 2006
Bottom
F3=Exit F10=Print Options

F11=Menu bar F12=Cancel F14=Recalculate F20=Add Local F24=More keys...

Step 2 — Press enter this will take you to the ‘Offender Print’ screen, put a ‘5’ on option
line to print kardex.

Step 3 — Go to WebLEDS and make appropriate changes (refer to EPR Steps, OPS
Chapter 5, Modifying An EPR).

A. DOE: Enter new expiration date (YYYYMMDD) if it is longer than original
EPR DOE date.

Press ‘Submit’ button to send to LEDS.
Step 4 — Per your county policy, change expiration date on file label and give to PO.

Step 5 - Remember to Check the Fee Screen to make sure the Fees are billing
correctly.
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7.9 Inactive Probation (INPR) and Unsupervised Loc  al Control PPS (UNSU)

When an offender has served the minimum period of active supervision as authorized in
OAR 291-206-0015(5); and has satisfactorily completed all special conditions; the
offender can be moved to inactive probation (INPR) or unsupervised Post-Prison
Supervision (UNSU). To be eligible for inactive probation (INPR) the crime for which the
offender is supervised must have been committed on or before June 30, 2011. Crimes
committed after that date are not eligible for inactive probation status. Each county
office is responsible for ensuring the crime date and all other criteria has been met
before moving an offender onto inactive probation.

According to SB3508, section 21(1) Each person convicted of a felony and sentenced to
probation is eligible for a reduction in the period of active probation. Felony Conditional
Discharges and Felony Diversions are not convictions so they do not qualify for INPR
status. Misdemeanor convictions are not a felony, so they do not qualify for INPR
status. Compact offenders, either coming in or going out, also do not qualify for INPR
status.

This means there are two possible scenarios for thi s closure. You can do only
one or the other, NOT BOTH.

(1) just the offense line is closed as there are ot  her open offenses that the
offender is still being supervised on; OR

(2) all open offenses qualify so the offense lines are NOT closed, but the ‘body’ is
closed. The body closure is a parenthetical closure much like ABSC, IMMI, etc.

Your PO will have submitted some form of documentation to a Supervisor or Director for
his/her approval (OACCD and FAUG have developed several for these purposes). The
date the Supervisor or Director signed the form is the date you will use as your
movement date. Samples of these forms follow.

If just the offense line is being closed _ to INPR or UNSU, select ‘5 CC Court Order
Process from your main menu:

1. Offender Information

3. Admissions
4. CC Release Process !
5. CC Court OrdersProcess :

6. CC Support Data Entry/Update !

8. CC Abscond Return Process |
9. CC Transfer Process '

10. CC Change Primary Caseload
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Type in the offender’s SID on ‘Offender’ line and press enter. Put a ‘2’ on the sentence
line and press enter. Tab to the Termination Date and enter the date from your order
that the offender was placed on Inactive Probation. Tab to the Termination code field

and either press F4 for the table or type in INPR. Press enter to continue.

OPS235I Corrections Information &yss 11:38:08
HEMMAND Sentence Data 6/23/10
CHANGE

Offender............ 1234567 OFFENDER, TEST

Status.............. Probation POLK

Offense/Sentence.... 01 001 CouseCa...... 09P3015/08
Sentencing Guid..... Y County........ POLK
ORS......coee. 475.864 02 POSS MARIJ BFSBBSS MARIJUANA
Sent type........... P

Begin date.......... 5/12/2009

Compact begin dt....

Length (ymd)........ 0- 18- 0 Life (L)........

Inop days...........

CSto..cccvieennne MRG fo.........

Tent paro disc date.

Termination date.... 06 23 2010 Max sent date....... 11/11/2010
Termination code.... INPR Max indet sent date.

The offense screen now looks like this:

OPS230I Corrections Information 8yss$ 13:55:27

HEMMAND Work with Offenses 6/23/10

Offender: 1234567 OFFENDER, TEST Record key:

Status: Probation POLK Polk Countyr@aunity Corrections
DNA Collected

Enter option... usiody cycle.... 1

2=Change 3=Copy offense 4=Delete5=Display
7=Add sentence 8=Conditions 9=Custody urif&=Add LC

SGDO
CS Type Begin date Length axMiate  Term date Code
01 08C48454/01 MARI SELL MARIJ 73186002 Y Y

02 09P51093/01 POLK RESIST ARR62.815 N Y
00 PMPR 01/26/2010 000-013-002/26/2011

00 PFPR 03/31/2009 000-036-000 03/30/2012 06/23/2010 INPR

OFF# DOCKET CNTY ORS ABBREV RS NUMBER SG SANC
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If all of the offender’s offenses are eligible to close to INPR or UNSU then the body is
closed . (Again the offense lines are NOT closed). The same process that is used for
ABSC or IMMI is used here. Option 4 from the Main Menu, Release Process, press
enter to continue to the Release Screen. Enter the date and time, the closure code is
INPR (Probation) or UNSU (Local Control PPS).

OPS270I Corrections Information 8yss$
HEMMAND Offender Release

PROCESS
Offender............ 1234567 OFFENDER, TEST
DOB................. 12/23/1987 Location: POLK
Status.............. PR Probation

Current caseload.... 9106 HARLAN, MELISSA
Custody/Supv level.. LOW

Release date........ 06232010 Time.... 0800
Release type code... INPR ABSC release to FTR....

Release to location.

The offender’s status now looks like this and the offense lines are not closed:

HEMMAND Work with Offenses 6/23/1

Offender: 1234567 OFFENDER, TEST Rdday:
Status: Probation(INPR)  POLK Polk County Community Corrections
DNA Collected
Enter option... ustody cycle.... 1
2=Change 3=Copy offense 4=Delete5=Display
7=Add sentence 8=Conditions 9=Custody unifd=Add LC
OFF# DOCKET CNTY ORS ABBREV RS NUMBER SG SANC SGD
CS Type Begin date Length axMiate Term date Cod
01 09P3015/08 POLK POSS MARIJ’5.86402 Y Y
00 PFPR  05/12/2009 000-018-000y11/2010

NOTE: The offender is no longer required to pay supervision fees so the fee system
automatically stops the accrual of more fees and the print statement switch is turned to
N= no.
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For some counties the EPR is modified to reflect the offender’s unsupervised status,
this is a county by county decision as some counties leave the EPR as it is so the PO is
contacted if the offender has law enforcement contact.

7.10 CONDITIONAL DISCHARGE REVOKED

When a conditional discharge is revoked and the off  ender is given probation,
follow these steps outlined below. When a condition al discharge is revoked and
no probation is ordered, follow steps in Chapter 8, section 8.10 for closing to
RTNS.

From the CC COURT ORDERS PROCESS on your main menu:

Step 1 — On ‘Work With Offenses’ screen, put ‘2=Change’ on second line of offense,
press enter, this will take you to the ‘Sentence Data’ screen, tab down to term date, put
date of revocation judgment found on court order, put in CONV as term code, press
enter.

Step 2 — Put cursor on first line of the offense, put ‘7=Add Sentence’ and press enter.
This will take you to the ‘Sentence Data’ screen. Fill in information from court order,
press enter twice. Use ‘F13=Auto Change’ to change status to Probation, using date of
court order, press enter — this will take you back to the ‘Work With Offenses’ screen.

Step 3 - Put cursor on the first line of the offense, put ‘8=Conditions’ and press enter.
Add conditions (refer to Steps to Opening Cases - Chapter 2, page 11). Press enter to
return to ‘Work With Offenses’ screen.

Step 4 — Print a kardex. You can get to the ‘Offender Print’ (kardex) screen by one of
three ways: (1) press ‘F10=Print Options’; (2) use F11, 3, K; or (3) press enter four
times to advance screens. Put a 5 on the ‘Option’ line and press enter — this will print a
kardex.

Step 5 — Go to WebLEDS to modify DOE and RTP fields (refer to EPR Steps, Modify an
EPR in Chapter 5, section 5.4.4). Staple confirmation on blue EPR Worksheet or follow
your county policy.

Step 6 — Per your county policy, you may need a new file label. Give the file to the PO.
7.11 CONDITIONAL DISCHARGE CONVICTED DIRECTLY TO LO CAL CONTROL

Sometimes a judge will convict an offender on their conditional discharge and sentence
them directly into local control with pps, and skip probation altogether. If this happens
you follow the directions above, but instead of closing the offense line to CONV you
close the conditional discharge offense line to VIOL, and then enter the L line as you
would any other local control sentence following a VIOL offense line.
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Below are two examples of Merge documents, yours may or may not look similar.

POLK COUNTY COMMUNITY CORRECTIONS
689 Main Street, Dallas, OR 97338
Ph: (503) 623-5226 Fax: (503) 623-5326

PURPOSE OF REPORT: Inactive Probation Review DATE: August 20, 2015
BY: «PO_Name», PPO
Identifying Data :
Name: «Last_Name», «First Name» «Middle_Name»
Residence: «Home_Address_Line_1 »
«Home_City», «Home_State» «<Home_Zip_Code»
SID Number: «ID_Number»
DOB: «Birthdate»
Crime(s): «Crimes_Offenses»
Sentenced On: «Sent_Begin_Dates»
County: «Counties_of_Convictn»
Docket #: «Case_Docket_No»
Judge: «Sentencing_Judges»
Expiration: «Sent_Expi_Dates»

RECOMMENDATION: It is respectfully recommended that the Supervisory Authority [ ] place / [] not
place the offender on inactive probation status.
SUBSTANTIATION

[] Behavior constituting new criminal
activity:

[] Substance Abuse Treatment:

[] Mental Health Treatment:

] Sex Offender treatment:

[] Anger Management:

[] Restitution/Compensatory Fine (amount still
owed):

] Other Conditions:

Parole/Probation Officer Supervisor
] Move to Inactive Supervision

[] Remain On Active Supervision As Offender Has Not Met The Eligibility Critria Set Forth By OAR 291-
206-0020

LIFurther Information Needed
Date Supervisory Authority/Designee
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POLK COUNTY COMMUNITY CORRECTIONS
689 Main Street, Dallas, OR 97338
Ph: (503) 623-5226 Fax: (503) 623-5326

PURPOSE OF REPORT: Inactive Probation Review DATE: August 20, 2015
BY: «PO_Name», PPO
Identifying Data _:
Name: «Last_Name», «First_Name» «Middle_Name»
Residence: «Home_Address_Line_1_»
«Home_City», «Home_State» «Home_Zip_Code»
SID Number: «ID_Number»
DOB: «Birthdate»
Crime(s): «Crimes_Offenses»
Sentenced On: «Sent_Begin_Dates»
County: «Counties_of_Convictn»
Docket #: «Case_Docket_No»
Judge: «Sentencing_Judges»
Expiration: «Sent_Expi_Dates»
COMPLIANCE STATUS:
Yes No Move to Inactive Probation Status

1. Served the minimum period of active supervision as authorized in OAR 291-206-0015(5);

2. Satisfactorily completed all special conditions imposed by the sentencing court for the term of probation
under consideration, including the full payment of any restitution or compensatory fine ordered;

3. Had no technical violations of probation conditions reported to the sentencing court for the immediate
six months prior to consideration for inactive status;

4. Had no new crime violations of probation conditions reported to the sentencing court during the term of
probation under consideration; and

5. Satisfied all terms of any applicable supervision plan.

O 0O o Ood
O 0O O O™

Return to Active Probation Status
| O 6. Has shown good cause why inactive probation supervision is no longer in the offender’s best interest or
in the best interest of the community.
Reason:

RECOMMENDATION: It is respectfully recommended that the Supervisory Authority [ ] place / [] not place the
offender on inactive probation status or [] return the offender to active probation status.

Parole/Probation Officer Supervisor

FOR SA USE ONLY
1 Move to Inactive Supervision [1 Return to Active Supervision
] Remain On Active Supervision As Offender Has Not Met The Eligibility Critria Set Forth By OAR 291-206-0020

] Further Information Needed

Date Supervisory Authority/Designee
c: Judge «Sentencing_Judges», «Counties_Of_Convictn» County District Atty
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OPS CHAPTER 8 — Closing Offender Records in CIS
Note: It is the practice that the Sentencing County enters the original sentence and the
Supervising County enters all modifications/closures (with the exception of 1145
sentences).
8.1 ABSCONDS/WARRANTS
From the CC RELEASE PROCESS on your main menu:

Stepl — Type a ‘4’ on the selection line and press enter. This will take you to the ‘Work with
Offenses’ screen.

CCSUPPORT Corrections Information Systems (TEST) 8:55:26
MCCARTHY CC Support Menu 9/09/05
Select one of the following:

1. Offender Information 1
2. LEDS |

3. Admissions 1
4. CC Rel ease Process 1
5. CC Court Orders Process 1
6. CC Support Data Entry/Update H
7. CC EPR Process
8. CC Abscond Return Process 1
9. CC Transfer Process '
10. CC Change Prlmary Caseload 1

11. W/W Risk Assessments H
12. W/W Sex Offender Assessments |
More...

Sel ection: 4 Job:

F3=Exit F4=Prompt F10=Move totop F11=Men u bar F12=Previous menu

Step 2 -Type SID # on ‘Offender’ line; press enter to bring offender information to screen. Press
enter to get to the ‘Offender Release’ screen, type date of warrant (from Board or Local Control
T-type, Court Order or from LEDS printout using DOW date) on release date line including time,
tab down to release type and type in “ABSC”. If your county uses the FTR designator tab to
Abscond release to FTR and enter Y. Press enter you will receive message “release processed
select new offender or press enter to continue”.
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OPS270I Corrections Information Syste ms (TEST) 9:04:17

MCCARTHY Offender Release 9/09/05
PROCESS

Offender............ 1234567 TEST, OFFENDER

DOB.......cccou. 8/27/1968 Location: UMAP

Status.............. PR Probation

Current caseload.... 1017 INTAKE-EAST
Custody/Supv level.. LOW

Release date........ 10162003 Time.... 800
Release type code... ABSC

Release to location.

F3=Exit F4=Prompt F5=Refresh F7 =Current date/time
F9=Retrieve F11=Menubar F12=Cancel
Rel ease processed - Sel ect new of fender or Press ENTER to continue.

Step 3 — Press enter to check ‘Movement History/Maintenance’ screen.

Step 4 — Go to WebLEDS to modify EPR RTP field to ABS (refer to EPR Steps, Modifying an
EPR). Follow your county procedure for where to put the EPR modification confirmation.

Step 5 — Per your county policy, relocate file. Press ‘F3=Exit’ to return to first screen of process.

8.1.1 ABSC/REVP SCENARIO

An offender is on county probation and federal probation. The offender absconds supervision.
Both authorities issue warrants. The offender is picked up on the federal warrant and sent to
federal prison. The county warrant is still active. Six months after the offender is in federal
prison the Court recalls the county warrant. When the warrants were issued you put the
offender out to abscond. You leave the offender on abscond status until the date the court
recalls the county warrant. You bring the offender back from abscond and put him out to REVP
as of the date the warrant is recalled.

8.2 PERMANENT FILE CLOSURES FOR PROBATION & PPS

From the CC RELEASE PROCESS on your main menu:

Check for Restitution (SC7)/Compensatory Fine/Community Service condition before
processing. Refer to ‘Steps to Condition Tracking’ manual.

Check Treatment Module for treatment completion by pressing F11-3-T, this will take you to the
“Treatment Programs” window. Refer to ‘Treatment Module’ manual for data entry. Follow your
county policy for data entry.
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: Offender: 1234567 TEST, OFFENDER
: *ALL *ALL

. Treatment Cnty Type Referred

. No treatment records found

F2=Message : F4=Prompt F6=Add F10=Print F12=
F9=Retriev :

3 Active_Jobs WS_Options Process_Step Info_ Windows
11234567 TEST, OFFEND ER :
Offender: 1234567 : T CC Release Process :
: C W/W Offenses/Court Orders
ORI No: OR026035G N : R Releases :
.V Movement History/M aintenance :
Case No: 1234567 D : M Modify Probation Re cord
Proces;“)i ............................ Treat ment Pr og'r“ellurr.xls .................

ALL
Entered Exit date Code | :

Cancel FleVieW history :

Step 1 — On ‘Work with Offenses’ screen, type SID # on ‘Offender’ line, press enter to bring
offender to the screen. Put ‘2=Change’ on sentence line (last line) of offense (matching docket
#'s from Court Order) press enter; this will take you to the ‘Sentence Data’ screen.

OPS230I Corrections Information Syst ems 9:27:15
MCCARTHY Work with Offenses 9/09/05
Offender: 1234567 TEST, OFFENDER R ecord key:
Status: Probation CROO Crook County C ommunity Correct
DNA Collection not Required O ISC migr date...
Enter option... C ustody cycle.... 2
2=Change 3=Copy offense 4=Delete 5=Display
7=Add sentence 8=Conditions 9=Custody units 17=Add LC

OFF# DOCKET CNTY ORS ABBREV O

CS Type Begin date Length M
01 MI030440/01 CROO MENACING 1
2 00 P MPR 08/ 05/ 2003 000- 018- 000
F3=Exit F6=Add docket F7=Facesheet F8=N

F11=Menu bar F12=Cancel F14=Recalculate F20=

RS NUMBER SG SANC SGDO
axdate  Term date Code
63.190 N Y

02/ 04/ 2005

Bottom

otes  F10=Print Options
Add Local F24=More keys...

Step 2 - Tab down to term date, put date of closure (either date offense expired or date from
Court Order/Compact Papers for EARL, BNPB, CRTR (Misdemeanors only), RTNS, COMP or
DIED) taken from official documentation and closing summary, press enter.
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OPS235I Corrections Information Syst ems 9:29:34

MCCARTHY Sentence Data 9/09/05
CHANGE

Offender............ 1234567 TEST, OFFENDER

Status.............. Probation CROO

Offense/Sentence.... 01 001 Court Ca [T MI030440/01

Sentencing Guid..... N County.. . CROO

ORS....ccceeeuee. 163.190 MENACING AM ME NACING

8/05/2003
Compact begin dt....

Length (ymd)........ 0-18- 0 Life(y

Inop days...........

CSto..evienen. MRGto.. L

Tent paro disc date.

Term nation date.... 11212003 Max sent date....... 2/04/2005
Termination code.... CRTR Max indet sent date.

F3=Exit F4=Prompt F5=Refresh F11=Menu bar F12=Cancel

You will get message ‘record updated’.

OPS235I Corrections Information Syst ems 9:38:13

MCCARTHY Sentence Data 9/09/05
CHANGE

Offender............ 1234567 TEST, OFFENDER

Status.............. Probation CROO

Offense/Sentence.... 01 001 Court Ca [T MI030440/01

Sentencing Guid..... N County.. L CROO

ORS.....ccceine 163.190 MENACING AM ME NACING

8/05/2003
Compact begin dt....

Length (ymd)........ 0-18- 0 Life(ty

Inop days...........

CSt0.eeeviiiinns MRGto..

Tent paro disc date.

Termination date.... 11/21/2003 Max sent date....... 2/04/2005
Termination code.... CRTR Max inde t sent date.

F3=Exit F4=Prompt F5=Refresh F11=Menu bar F12=Cancel

001 record updat ed.

NOTE: If the sentence line has already been closed to INPR or UNSU, you will need to change
the date and termination code on the sentence line to whatever the final closure code would be
(as above). The system has a hard edit that will not allow you to close the body until this is
changed. Conditions will automatically be moved to the Expired Conditions Table. Repeat this
step for each offense. Refer to Sentence/Body Closure Codes document for definitions of
closures or F4=Prompt to view closure table.

Supervision fees automatically close upon closure. Refer to Supervision Fee Manual for
DOR procedures or contact supervision fee person pe r your county policy.

Step 3 — After all lines are processed, press enter to return to ‘Work with Offenses’ screen
review line closure(s). Press enter again to go to the ‘Offender Release’ screen, put in date to
be released (same as termination date above) on ‘release date’ line, enter current time on ‘time’
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line, enter release type code (same as above) on ‘release type code’ line, press enter. You will
get message “release processed — select new offender or press enter to continue”. If more
than one offense closure date, use most current dat e on ‘Offender Release’ screen.

Informational note: Board PPS cases expire at 12:01 am day of expiration. LSA & Court
cases, expiration time is up to the local county.

OPS270I Corrections Information Syst ems 9:48:32

MCCARTHY Offender Release 9/09/05
PROCESS

Offender............ 1234567 TEST, OFFENDER

DOB......cceeuee. 11/02/1983 Location: CROO

Status.............. PR Probation

Current caseload.... 1116 DENNIS D. COOK
Custody/Supv level.. LTD

Rel ease date........ 11212003 Time.... 946
Rel ease type code... CRTR

Release to location.

F3=Exit F4=Prompt F5=Refresh F7 =Current date/time
F9=Retrieve F11=Menubar F12=Cancel
Rel ease processed - Sel ect new of fender or Press ENTER to conti nue.

Step 4 — Press enter to review the ‘Movement/History Maintenance’ screen for errors.

SYS4021 Corrections Information Syst ems 9:50:55
MCCARTHY Movement History/Maintena nce 9/09/05
RECORD KEY: 1665790
Offender.... 1234567 TEST, OFFENDER Curr cycle. 02-01-01
Status...... Discharge Location.... CROO Primary caseload *None
Position custody/admission cycle... 2 1

--Cycle-- Location  --Admission----- ------ -Release------------
02 Admission From: CROO 08/05/2003 11/21/ 2003 CRTR
02-01  Status: PR  08/05/2003 11/21/ 2003 CRTR
02-01-01 CROO 08/05/2003 08:00 11/21/ 2003 09:46 CRTR
Housing 08/05/2003 08:00 11/21/ 2003 09:46
Bottom
F3=Exit F6=Insert housing F7=Remarks F10=Pri nt F16=Caseload history
F18=Change data F20=W/W Movements F21=Auto c ycle/summary maintenance

Step 5 — Go to WebLEDS to cancel EPR (refer to EPR Steps, Canceling an EPR).
(EXCEPTION: SEX OFFENDERS. This will only be on those sex offenders who have been
under supervision for a long period of time and their sex offender registration is part of the EPR.
Refer to ‘LEDS ENTRY — SEX OFFENDERS’ document). Follow your county procedure for
where to place the EPR cancellation or modification confirmation

Step 6 — If Felony case send official file material to OISC-Central Records, marking right bottom
corner with CC:CR (Central Records). Per your office policy archive file material, shred LEDS.

See Chapter 21 OISC in OPS manual for file material to be archived.

For deceased offenders, Chapter 21 OISC and Chapter 22 Parole Board lists what is acceptable
for proof of death.
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NOTE: Conditional Discharge cases — If you receive a dismissal order, check with the Courts
for clarification on whether this is an expungement or just a dismissal order. If a dismissal order
and the case is still open close the sentence line and the body to DISM using the date of the
dismissal order. If sentence already closed to expire do an F8 note only stating a dismissal
order was received on (date). If this is an expungement order, follow expungement document

steps in OPS 12.

Probation cases if appeal won — Do the same as conditional discharge; but also change
Movement/History date and EXPI to new order date and DISM.

8.3 PROBATION REVOCATIONS TO PRISON (More than 12 m onths)

NOTE: Itis recommended that the trackable conditions are updated with amounts before
closing any offender to revoke, i.e., jail/prison. Refer to the Conditions Tracking Manual.

From the CC RELEASE PROCESS on your main menu:

Step 1 — On “Work With Offenses” screen, check each probation offense to see if line is closed

to VIOL, if not put ‘2=change’ on second line (matching docket #'s with Court Orders), press

enter.

OPS230I Corrections Information Systems (TEST) 10:35:37
MCCARTHY Work with Offenses 9/12/05
Offender: 1234567 TEST, OFFENDER Record key:

Status: Inmate(E2-21B) CCCF COFFEE CREEK C
@)

Enter option... C

2=Change 3=Copy offense 4=Delete

7=Add sentence 8=Conditions 9=Custody units
OFF# DOCKET CNTY ORS ABBREV O
CS Type Begin date Length M

01 CF010467/01 UMAT FELON WEAP 1

00 P FPR

00 IF 05/01/2003 000-018-000 O

02 CF020948/01 UMAT DEL/MAN BF 4
01 IF 05/01/2003 000-029-000 1

03 CF020644/01 UMAT POSSUBCF 4
02 IF 05/01/2003 000-003-000 O

F3=Exit F6=Add docket F7=Facesheet *F8=N
F11=Menu bar F12=Cancel F14=Recalculate F20=

01/17/2002  001-036-000

ORRECTIONAL FACI

ISC migr date... 5/01/2003

ustody cycle.... 2

5=Display

17=Add LC

RS NUMBER SG SANC SGDO
ax date Termdate Code
66.27001 Y Y

01/ 16/ 2006 03/31/2003 VI QL

8/25/2004 05/07/2004 POST
75.99201B Y N
0/07/2006
75.99204B Y N
1/07/2007

More...
otes  F10=Print Options
Add Local F24=More keys...

Step 2 - This will take you to the “Sentence Data” screen. Tab down to term date put date of
revocation from court order, put term code as VIOL, press enter twice. The conditions will

automatically move to the Expired Conditions Table

automatically close to VIOL.
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OPS235I Corrections Information Systems (TEST) 10:36:55
MCCARTHY Sentence Data 9/12/05
CHANGE

Offender............ 1234567 TEST, OFFENDER

Status.............. Inmate CCCF

Offense/Sentence.... 01 001 Court Ca S€.iiienn. CF010467/01
Sentencing Guid..... Y County.. UMAT
ORS....ccoveeen 166.270 01 FELON WEAP CF FI REARM - FELON POSSESS
Sent type........... P

Begin date.......... 1/17/2002

Compact begin dt....

Length (ymd)........ 1-3- 0 Lfe(y

Inop days...........

CS10.ieeeiiins MRGto..

Tent paro disc date.

Term nation date.... 3/31/2003 Max sent date....... 1/16/2006

Term nation code.... VIOL Max indet sent date.
F3=Exit F4=Prompt F5=Refresh F11=Menu bar F12=Cancel

Step 3 — Go to WebLEDS to cancel the EPR (refer to EPR Steps, Canceling an EPR). Follow
your county procedure for where to put the EPR cancellation confirmation.

Step 4 — Per your county policy write disposition on file label and relocate file.

8.4 PAROLE/POST-PRISON REVOCATIONS TO PRISON (More than 12 months)

Refer to step #2 and #3 above under ‘Probation Revocations to Prison (More than 12 months)'.
8.5 FELONY PROBATION REVOCATIONS TO JAIL (12 months or less)

From the CC RELEASE PROCESS on your main menu:

Step 1 — Refer to #1land #2 above under ‘Probation Revocations to Prison’.

Step 2 — Go to WebLEDS to modify EPR RTP and MIS fields (refer to EPR Steps, Modifying an
EPR). Change RTP to FLC and MIS to:"Revoked to (insert County that offender is residing in)
Jail”. “MULTNOMAH AND CLACKAMAS COUNTIES ARE THE ONLY TWO COUNTIES THAT
WANT THE EPR MODIFIED TO THEIR ORI. Follow your county procedure for where to place

the EPR modification confirmation.

Step 3 — Fax revoking court order to Local Control Supervisory Authority or follow your county
policy.

Step 4 — Admit to L Location (refer to OPS15-SB1145 data entry)

8.6 PAROLE/POST-PRISON REVOCATIONS TO JAIL (12 mont hs or less)
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Follow steps 1 - 4 above and/or refer to OPS 15 — SB1145 data entry.

8.7UNSUPERVISED for Parole Board and Local Control cases
(Body closure only)

NOTE: Offenders being supervised in another state are not eligible for UNSU status.
From the CC RELEASE PROCESS on your main menu:

Stepl — Type SID # on “Offender” line, press enter. Press enter to go to the “Offender Release”
screen, put in actual ASR date to be released (taken from body of letter to offender from PO —
do not use date letter was generated), release type is UNSU, press enter. Press enter again to
check ‘Movement History/Maintenance’ screen. Note: If offender’s closure is processed

after ASR date, notify Supervision Fee person so ad  justments can be made to offender’s
account.

Step 2 — Go to WebLEDS to modify EPR MIS field (refer to EPR Steps, Modifying an EPR).
Change EPR MIS to “Unsupervised Offender-must send detailed arrest info to this ORI, County
or PO name and phone number” or per your county policy. FOR REGISTERED SEX
OFFENDERS CHANGE THE RTP to USO. Follow your county procedure for where to place
the EPR modification confirmation.

Step 3 — Per your county policy, write disposition on label and relocate file.
8.8 INACTIVE (Body Closure Only for Offenders in an  other State Prison)

*THE PO NEEDS TO DO AN OPTION 24 NOTIFIER LETTER TO THE INSTITUTION THAT
THE OFFENDER IS BEING HOUSED IN, ADVISING INSTITUTION THAT OFFENDER HAS
AN OBLIGATION TO THIS COUNTY AND TO NOTIFY US OF RELEASE DATE BEFORE
THIS CLOSURE CAN BE DONE.

CC RELEASE PROCESS:

Stepl — Type SID# on ‘Offender’ line, press enter. Press enter to go to the ‘Offender Release’
screen, put in release date (date of conviction from court order or information from other
institution), current time, release type code is INAC, press enter.

Step 2 — Press enter to review ‘Movement History/Maintenance’ screen.
Step 3 — Go to WebLEDS to modify EPR MIS field (refer to EPR Steps, Modifying an EPR).

Change MIS field to “Offender in (state which prison)”. Follow your county procedure for where
to place the EPR modification confirmation.

Step 4 — Go to notifier screen and enter an agency notifier following instructions on ‘How to
Enter Notifier'.
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Step 5 — Per your county policy, write disposition on file label and relocate file.

8.9 REVP (Offender revoked to a Federal Prison)

Stepl — Follow steps for INACTIVE, release type is REVP.

8.10 CONDITIONAL DISCHARGE or DRUG COURT REVOKED

When a conditional discharge is revoked and not giv en probation, follow the steps
outlined below. When a conditional discharge isre  voked and given probation, follow
steps in Chapter 7 for closure code and adding prob ation line.

CC RELEASE PROCESS:

Step 1 — On ‘Work with Offenses’ screen, put ‘2=Change’ on sentence line, press enter. This
will take you to the ‘Sentence Data’ screen.

Step 2 - Tab down to term date, put in date of sentencing order, tab to termination code put in
RTNS, press enter twice. This will take you back to the ‘Work with Offenses” screen.

Step 3 — Press F8, enter an explanation and press enter.

Step 4 — If there are no other open offenses press enter again to go to Offender Release
screen. Enter release date and time from date of order, release type code is RTNS. Press enter.

Step 5 — Go to WebLEDS to cancel the EPR (refer to EPR Steps, Canceling an EPR). Follow
your county procedure for where to place the EPR cancellation modification.

Step 6 — Per your county policy write disposition on file label and relocate file.

8.11 DOMESTIC VIOLENCE REVOKED & GIVEN FORMAL PROBA TION

Follow steps for Conditional Discharge Revoked and given probation in Chapter 7.

8.12 PSYCHIATRIC SECURITY REVIEW BOARD (Body closur e only)

From the CC RELEASE PROCESS on your main menu:
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Step 1 — Type SID # on “Offender” line, press enter, this will bring offender to screen. Press
enter to go to the “Offender Release” screen, put in date to be released (taken from court order),
release type is PSRB, press enter. Press enter to check Movement History/Maintenance
Screen.

Step 2 — Go to WebLEDS to Modify EPR (refer to EPR Steps, Modifying an EPR). If EPR is on
to PSRB, call Mary Clair at PSRB 503-229-5596 to see about getting the PO information added
to their EPR.

Step 3 — Check Treatment Module for treatment completion by pressing F11-3-T, this will take
you to the “Treatment Programs” window. Refer to ‘Treatment Module’ manual for data entry.
Follow your county policy for data entry.

Step 4 — Relocate file according to your county’s policy.

8.13 IMMIGRATION CASES
From the CC RELEASE PROCESS on your main menu:

Step 1 — Verify deportation through LEDS, refer to OPS 5 LEDS/WEBLEDS/OJIN section of the
manual for IAQ instructions.

Step 2 — Type SID # on “Offender” line, press enter, this will bring offender to screen. Press
enter to go to the ‘Offender Release’ screen, enter release date/time (taken from deportation
guery from LEDS). Release type will be IMMI, press enter. Press enter to check ‘Movement
History/Maintenance’ screen.

Step 3 — Go to WebLEDS to modify EPR per your county’s policy (refer to EPR Steps, Modifying
an EPR on page 4).

Step 4 — Per your county policy, relocate file.

8.14 CASE ACCEPTED BY ANOTHER STATE - CMPO

The Reply to Transfer Request has been received accepting transfer of case. The PO has sent
the Notice of Departure as the offender has left. When you receive the arrival notice then close
and follow steps below:

From the CC RELEASE PROCESS on your main menu:
Step 1 — Type SID# on “Offender” line, press enter, this will bring offender to screen. Press

enter to go to the ‘Offender Release’ screen, enter release date/time (Arrival date on Notice of
Arrival). Release type will be CMPO and release to location will be the 2-letter State
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abbreviation where offender is accepted, press enter. Press enter to check ‘Movement
History/Maintenance’ screen.

Step 2 — Go to WebLEDS to modify EPR per your county’s policy (refer to EPR Steps, Modifying
an EPR).

Step 3 — Per your county’s policy, change primary caseload number to designated Compact PO.
Step 4— Supervision fees will automatically be waived while offender is on CMPO status.

If Offender returns to Oregon before the end of sup  ervision, change status from CMPO
outcount using the Admission Process.

8.15 PROCESS FOR CLOSING NON-OREGON COMPACT CASES

1 — For abscond cases, send a violation report and a case closure request indicating that
you want to close due to offender absconding. When you receive the case closure response
from the sending state indicating their approval to close the case the file can be closed to
COMP. (NOTE: Never close a non-Oregon Compact case to ABSC).

2 — For cases where the offender is sentenced to a term of incarceration of more than
180 days, the supervising Oregon county notifies the sending state by violation report that the
offender has been convicted and sentenced to a prison/jail term of more than 180 days. The
county office also sends a case closure request to the sending state. Upon receiving the case
closure response indicating their approval to close the case the county office can close the file
to COMP. (NOTE: Either the violation report or the closure notice shall include a copy of the
sentencing/judgment order for the sending state).

3 — For cases where the offender has died, counties send through ICOTS the Compact
Closure Request along with verification of the offender’s death. Upon receiving the Case
Closure Response indicating the sending states approval to close the case the county office can
close the file to DIED.

4 - For cases where the offender returns to the sending state on approved reporting
instructions and the PO has confirmation that the offender arrived back in the sending state, the
county office sends through ICOTS a Case Closure Request. Upon receiving the Case Closure
Reply the file can be closed to COMP. (NOTE: An offender should not return/relocate back to
the sending state without first obtaining reporting instructions from that state).

For all cases, prior approval must be obtained from the sending state.
If you are holding cases open waiting for a response from the sending state to close, please

send an e-mail to the Compact office (Oregon.interstate@doc.state.or.us) and let them know.
The Compact office will contact the other state and see what they can do.

OPS 8 - Closing Offender Recordsin CIS 11
Last Revised on: 12/04/2014



Offender Profile System (OPS) Training Manual

8.16 SENTENCE CLOSURE CODES
BOLD = Community Only * = Institution only *BOLD = Community and Institution

ABEX — Absc Expi/Dismissed by Court — Doc Req'd
ABSC Prob term/dismissed by Court Order. Offenders closed to ABSC, whose
sentences have passed their max supervision date, the Judge has lifted the warrant, and
allowed the sentence to terminate. Not for use on Parole/PPS/normal prob.

*AlIP — Termination of SG Sentence due to completion of AIP Program
When an inmate successfully completes the institution portion of an alternative
incarceration program (SUMMIT, A&D AIP, etc.) and the 90-day transitional leave
period.

*APPE — Appeal — Appeal won- Court Order Required
Appeal - Appeal Won - Court Order Req'd. When an offender/inmate has appealed
his/her conviction, and the Appeal has been won. Use USAP during appeal process.

BNPB — Conversion to bench probation — Court Order Required
Covert to Bench Probation - Order Req'd. When an offender's supervision is revoked
and/or converted by Court Order to supervision by the Court.

*CDPR — Condition of Probation — Jail Sentence served in Institution
When an offender receives a probationary jail sentence consecutive to a DOC SGL
sentence, used to temporarily close probation line by institutions.

COMP — Compact Closure — Only out of state cases—  Compact Form Required
When out-of-State offender, being supervised by Oregon, returns to originating
State or another State prior to expiration. (Discharges Oregon's responsibility
for supervision).
CONV - Conditional Discharge/Diversion Converted to Probation — Court Order Required
When an offender's conditional discharge/diversion is revoked and formal
probation is imposed.

CREJ — Compact Investigation Only — Case Rejected
For Compact Investigation (IV) cases ONLY. When the investigation is rejected or
withdrawn and the Compact sentence(s) will not be supervised in Oregon.

CRTR — Revoked or Terminated to Jail — Court Order  Required
Probation revocation to jail - Order Req. Offender's probation sentence revoked
to jail sentence. For Misdemeanor, Felony treated as or reduced to Misdemeanor,
Conditional Discharge or Diversion ONLY - DO NOT use on Felony sentences.
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*DIED - Offender Died before sentence Termination D  ate — Verification Required
Death - Documentation Required. When an offender/inmate has died prior to the
completion of his/her obligation. If the offender had parole and/or PPS
sentences, send notification to the Board of Parole and PPS.

DISC — Discharge — Parole Discharge Paper Required
Discharge - Parole Discharge Order Reqg'd. When an offender's parole is
discharged prior to max date. The Board issues an Order of Discharge (Pre BM-10)
(like an Early Termination of Probation) .

*DISM — Conviction/Sentence Dismissed — Court Order  Required
Conviction/sentence reversed/vacated &/or new trial results in dismissal of
conviction/sentence. Includes conviction/sentence remanded for new trial but state
determines case won't be retried; Cond Disch case dism after successful completion.

EARL — Early Termination of Probation — Court Order Required
Early Termination of Probation - Order Req'd. When a Judge orders sentence
terminated before the supervision expiration date.

*EXEC - Executed
Execution - Documentation Req'd. When an inmate has been executed, and upon
formal notification from the Superintendent's office that the execution order
has been carried out.

*EXPI — Sentence Expiration
Expiration of all sentences. Used when a probation/parole/PPS/max dates have
been reached. For matrix inmates who have reached max/good time date. For SGL
inmates/LC where no PPS is imposed. For prob. jail sentences served in an inst.

*HEAR — 137.700 (BM-11) Resentenced under 137.712 (SB1049)
For inmates originally sentenced to Rob I, Kid Il, Assa Il under ORS 137.700
(BM 11) who are resentenced under ORS 137.712 (SB1049).

INPR - Inactive Probation offense — Document Requ ired
Used when a felony probation offender is placed on inactive status when he/she
has completed his/her period of active supervision as determined by the local
supervising authority.

*INST — LC Sentence Converted to Institution
When an offender is serving a LC sentence and then receives a consecutive DOC
sentence.

*LOCL — Institution sentence (I) converted to a local sentence (L)
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When a felony sentence of 12m or less becomes a LC sentence because the DOC
sentence it was consecutive to has been vacated; or a DOC sentence is amended to
12 months or less.

*ORDE - Court Ordered Release — Court Order Required
Court Ordered Release - Order Req'd. When an inmate has been ordered released
by the courts through post-conviction relief, appellate judgment or resentencing
and has parole and/or pps or probation obligation. Court documentation required.

*POST — Sent Guidelines Prison/LC sentence expired
Post-Prison Supervision. The date on which an inmate completes a SG prison/LC
term, and is released to a mandated period of PPS.

*REPA — Refused Parole — Expiration/Discharge of a Bollinger Sentence
When an inmate's crime date is prior to 9/20/85 and has refused parole and is
released on good time/extra good time date.

*RETU — Return to Sentencing State
Return to Sentencing State - Doc Reqd - Inst. only. When an out-of-State
boarder is returned to the sentencing State prior to completing the out-of-State
sentence. Notification req'd.

*RSNT — Resentence of Conviction and/or Sentence
When an offender’'s/inmate’s conviction(s) &/or sentence(s) have been reversed or
vacated & the inmate/offender will be subject to a new trial for resentencing.
Also includes convictions affirmed w/sentences vacated & remanded for new trial.

RTNS — Probation Revoked/Terminated no sanctions —  Court Order Required
Revoked/terminated no sanction imposed. Terminates probation supervision of
offender, including felony treated as misdemeanor, conditional discharge, or
diversion supervision.

*SAPP — Supervised Appeal — Court Order Required
When an inmate is released pending an appeal and supervision is ordered.

*SCOM - Sentence Commuted — Document Required
Sentenced Commuted By the Governor. Document Signed By the Governor Required.

*TERM — Oregon Incarceration Term Terminated — International Transfer
Oregon Incarceration Term Terminated Due to Request and Approval of
International Transfer. Sentence will be completed in receiving country.

UNSU — Unsupervised Parole/PPS — PO Letter Required
Used when a parole or post-prison offender is placed on unsupervised/inactive
status when he/she has completed his/her period of active supervision as deter-
mined by the Board or Local Supervisory Authority (LSA).
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*USAP — Unsupervised Appeal — Court Order Required
Unsupervised Appeal - Court Order Req'd. When an offender/inmate has appealed
his/her conviction and the sentencing Judge has ordered that he/she not be
supervised during the appeal process. Order req'd

*VACA — Conviction Vacated — Court Order Required
When a conviction on a case/count is vacated by court order and: 1) no new trial
occurs; or 2) a new trial occurs but the count is merged for conviction; or 3) a
new trial occurs but the count is reduced to a misdemeanor and gets jail only.

VIOL - Fel Prob/cond Disch/Div violated to prison/L  C — Court Order Req'd
Felony Probation/Conditional Discharge/Diversion Violation to DOC/Local Control.
Offender violates conditions of felony prob/cond disch/div and is sentenced to
prison or the Local Supervisory Authority (LC Sentence).

*XERR — Offender admitted to prison in error with his offense
Admitted in Error to prison & released back to field. When an inmate is
delivered & admitted at Intake and it's later determined that DOC has no legal
authority for the admission but the inmate has active parole, pps, LC or prob.

8.17 BODY CLOSURE CODES
BOLD = Community Only * = Institution only *BOLD = Community and Institution

ABEX — ABSC EXPI/DISMISSED BY COURT -DOC REQ.
ABSC Probation terminated/dismissed by Court Order. Offenders closed to ABSC,
whose sentences have passed their maximum supervision date, the Judge has lifted the
warrant, and allowed the sentence to terminate. FOR ABSC CASES ONLY! Not for
use on Parole/PPS cases or normal probation sentence expiration.

ABSC — Absconded Supervision — Court Order Required
Changes offender's status to outcount (ABSC). Offender has stopped reporting,
Changed residence without permission, AND a Warrant has been issued (or could have
been if the PO couldn't obtain prior to arrest). Recommend conduct home
visit/employment/school check prior to requesting warrant.

*APPE — Appeal — Appeal Won — Court Order Required
Appeal Won- Court Order Req'd. When an offender/inmate has appealed his/her
conviction, and the Appeal has been won. Use USAP during appeal process.

BNPB — Convert to Bench Prob. Court Order Required
When an offender’s supervised probation is converted by Court Order to supervision by
the Court.
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*CCPR — Concurrent Probation

CMPO — Compact Out — Oregon Offenders Only
Changes offender's status to outcount (CMPO). When an Oregon offender is accepted
for supervision in another State via Interstate Compact.

*CNPA — Parole Supervision Continued
*CNPO - Post Prison Supervision Continued
*CNPS — Post Prison and Parole Supervision Continued

COMP — Compact Closure Only-Compact Form Required
When an out-of-State offender, being supervised by Oregon, returns to originating
State or another State prior to expiration (discharges Oregon responsibility for
supervision).

CREJ — Compact Investigation ONLY-case rejected
For Compact Investigation (IV) cases ONLY. When the investigation is rejected or
withdrawn, and the compact sentence(s) is the only sentence in the custody cycle.
Changes status to Discharge.

CRTR — Terminated/Revoked to Jail - Order Required
Probation revocation to jail - Order Required. Judge orders offender's probation
sentence revoked to a jail sentence. Includes Misdemeanors, Felonies treated as
Misdemeanors, Conditional Discharge and Diversion.

*DIED —Death - Documentation Required
When an Offender has died prior to the completion of his/her DOC obligation. Formal
notification required, and if the Offender had Parole and/or PPS sentences, send
notification to the Board of Parole and PPS as well.

*DISC — Parole Discharged — Document Required
Discharge - Parole Discharge Order Reqg'd. When an offender's parole is discharged
prior to max date. The Board issues an Order of Discharge (Pre BM-10) (like an Early
Termination of probation).

*DISM — Conviction/Sentence Dismissed
Conviction(s) &/or sentence(s) reversed or vacated and new trial resulted in dismisal of
conviction(s) &/or sentence(s). Also includes conviction(s) &/or sentence(s) remanded
for new trial but the state determines the case won't be retried.

DIVR — Diversion — Status Change only
Changes offender's status if all other sentence types are closed except the open
Diversion sentence (D type sentence). This is done by the Auto change feature on the
W/W Court Orders screen.
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*DOC — Return to DOC Custody

EARL — Early Termination of Prob-order required
Early Termination of Probation - Order Required. When a Judge orders sentence
terminated before the supervision expiration date.

ERRO — PA/PPS/LV returned to DOC or LC
Offender released prior to completion of sentence. Returned to prison (DOC) or
County Supervisory Authority (Local Control Sentence).

*EXEC - Executed
Execution - Documentation Req'd. When an inmate has been executed, and upon
formal notification from the Superintendent's office that the execution order
has been carried out.

*EXPI — Sentence Expiration — See Long Definition
Expiration of all sentences. Used when a probation/parole/PPS/max dates have
been reached. For matrix inmates who have reached max/good time date. For SGL
inmates/LC where no PPS is imposed. For prob. jail sentences served in an inst.

*FCAM — Forest Camp, Permanent Bed Facility

IMMI — Immigration deportation — Document Required
Changes offender status to outcount (IMMI) when deported
by INS to his country of citizenship. File is inactive, and remains in last
supervising office until sentence expiration under normal retention schedules.

INAC — Inactive Supervision — Document Required
Changes offender status to outcount (INAC). Offender on parole/PPS/probation &
serving time in an out-of-State institution. Notification/Release planning to out-of-State
institution required. Use REVP if offender is in a Federal Institution. NOT TO BE
CONFUSED WITH UNSU RELEASE.

INPR — Inactive Probation-Document Required
Changes offender's status to outcount (INPR). Used when a probation offender is
placed on unsupervised/inactive status after period of active supervision has been
completed, as determined by supervising authority. Offender should have no other
open sentences under active supervision.

*INTR — Released to International Transfer

*LCMP — Completion of 1145 Sentence Obligation

*LEAV — Temporary or Transitional Leave
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*LOCL — Institution sentence (1) converted to a local sentence (L)
When a felony sentence of 12m or less becomes a LC sentence because the DOC
sentence it was consecutive to has been vacated; or a DOC sentence is amended to

12 months or less.
*MATR — Matrix Release from Jail — LC Offenders only
*MEDI — Medical Leave

*ORDE — Court Ordered Release — Court Order Required
Court Ordered Release - Order Req'd. When an inmate has been ordered released
by the courts through post-conviction relief, appellate judgment or resentencing
and has parole and/or pps or probation obligation. Court documentation required.

*PARO - Parole — Document Required
By the institution, the date on which an inmate is ordered to be conditionally released
from an indeterminate prison sentence(s) to parole by the Board. By the field, to
change status to Parole from another status. Creates a new admission cycle.

*POPA — Postprison and Parole — Document Required
By the institution, when an inmate serves both an indeterminate prison term and a
determinate (SGL) prison term, and is simultaneously released to Parole and a period
of Post-Prison Supervision. By the field, to change status to POPA from another
status. Creates new admission cycle.

*POST — SGL Prison/LC Sentence Expired
Post-Prison Supervision. The date on which an inmate completes a SGL prison/LC
term, and is released to a mandated period of PPS supervision.

PRCD - Conditional Discharge — Status Change Only
Changes Offender's status if all other sentence types are closed except the open
Conditional Discharge sentence (C type sentence). This is done by the auto-change
feature on the W/W/ Court Orders screen.

PROB - Probation — Status Change Only
Changes offender's status if all other sentence types are closed except the open
probation sentence. This is done by the auto change feature on the W/W Court Orders

screen.

PSRB — Psychiatric Review Board — Document Required
Changes offender's status to outcount (PSRB). When Court orders offender to
treatment under jurisdiction of Psychiatric Review Board.
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*RETU — Return to Sentencing State
Return to Sentencing State - Doc Reqd - Inst. only. When an out-of-State
boarder is returned to the sentencing State prior to completing the out-of-State
sentence. Notification req'd.

*REVP — Offender Housed in Federal Prison — Documen t Required
Changes offender status to outcount (REVP). When an offender on Probation,
Parole or Post-Prison Supervision either picks up new Federal charges, or is
revoked on his Oregon State charges to a Federal institution. The Board considers
his Oregon State charges auto revoked.

RTNS — Probation Revoked/Terminated no sanctions —  Court Order Required
Revoked/terminated no sanction imposed. Terminates probation supervision of
offender.

*SCOM - Sentence Commuted — Document Required
When the Governor commutes an Inmate's/offender's sentence(s), and the
inmate/offender has no other Parole, Post-Prison Supervision, or Probation
obligations. Documentation required.

*SLJU — Second Look Juvenile

TRAN — Transferred to another location
A movement and reassignment of superv ision of an offender between
institutions or between field offices . Notification required.

UNSU — Unsupervised Parole/Post Prison
Changes offender's status to outcount  (UNSU). Used when a parole or
post-prison offender is placed on uns  upervised/inactive status when
period of active supervision has been  completed, as determined by the Board or
LSA. Offender should have no other op en sentences under active supervision.

*USAP — Unsupervised Appeal - Court Order Req'd
When an offender on probation has ap pealed his conviction, and the sentencing
Judge has ordered that he/she not be  supervised during the appeal process.
Order required.

*VACA — Conviction(s) Vacated/ No New Trial
Conviction(s) Vacated. When an off ender/inmate's conviction(s) are vacated by
court order and a new trial willno  t occur.

*VIOL — PA/PPS/PR/LV Viol. to DOC or Local Cntrl
Offender violates conditions of parol e, probation, leave or post prison
supervision and is sentenced to priso  n or the County Supervisory Authority
(Local Control Sentence) OR offender h  as not violated probation status but is
being admitted to DOC/LC on additiona | sentences.
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WARR — Warrant for Non-Compliance
Changes offender's status to outcoun t (WARR). When another agency (judge)
issues a warrant for non-compliance  just prior to the close of supervision.
Examples are because the offender ha sn't paid fees, or has not completed a
condition of supervision such as dru g treatment.

*XERD — Admitted in Error & Discharged

*XERR — Offender admitted to prison in error with his offense
Admitted in Error to prison & released back to field. When an inmate is
delivered & admitted at Intake and it's later determined that DOC has no legal
authority for the admission but the inmate has active parole, pps, LC or prob.
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OPS CHAPTER 9 — Transfer’s and Field Investigations

9.1 INTER-COUNTY TRANSFER INVESTIGATIONS (IRT’s)
After you have received the investigation do the following:
Step 1 — Go to WebLEDS run a QWHD, RR, FBI, & other State ID if appropriate.

From the main menu, type ‘QWHD’ in the ‘Go To Mask’ box, press enter to bring up the
‘Criminal Records Inquiry by Name’ screen; or if you have added it to your ‘favorites list’,
you can click on ‘QWHD’ to go to the ‘Criminal Records Inquiry by Name’ screen. Fill in
the name, race, sex and DOB. Press the ‘Submit’ button to send to LEDS. If your
profile has been set to display, click on ‘View Responses’ and then request print.

4} WebLEDS - Microsoft Internet Explorer o ] S|
File Edit Wiew Faworites Tools Help | ;f
@ Back = () - |ﬂ IELI ;\| | / ) Search {2}' Favarites {641 | i : 1_' 5
address [ 2] hitps: fdocwebledsfleds. bt =] BYeo |Links
View Responses - [Esc Key) " # "
: Criminal Records Inquiry by Name
Wiew Saved Responzes 2
Yiew Deleted Responses
Wiew Attachment Files
MEE: |OWHD = CCH, NCIC, LEDS/NCIC Wanted, DMY »|  Message Key
My Favorites: [mccarthy INI: | Operator Initials
-Fl:AM - Admin Msg I—
-F3: DLW - DMV by OLN REDQ: I Regquestor Hame
- F4: FEEE - Free Format o
- F5 QDWW - DY by Hame NADM: I Inguity Hame (Last, First D)
-Fé 1 QH - CCH by Mame
-F?ZQRS-REEbYPlﬁtE RAC: |_SE|ECt_ j Race
-F& : OWHD - CCH by Name SFx: I—SE|EC’(— vI Sex
-F9: RR - CCH by SIDVFBI
-F10 W - Want by Name PUR: |C=Criminal Justice Purposes ;I Purpose Code
-F11 : ¥ - Hit Ingquity |
-Fl2: ¥R - Hit Response
- ShitFl : QPR Atleast 1 other identifier mustbe specified:
- BhitF2 : MFE
- BhitF3  XPR DORB: I - (Required for QHD,JWHD 000, JMEN) Date of Birth (YYYYMMDL)
- BhftF4 : QLW .
_SKAFS BN MINIT: I Miscellaneous ID Humbers
50C: I Social Security Mumber
Mask Menus:
- Go To Mask: [UwHD = _lll
I I _LI_I « | *
| 2] Dore LT T [ 1B Mdiocalintranet o
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Step 2 - Type ‘RR’ in the ‘Go To Mask’ box, press enter to bring up the ‘Criminal
Records Inquiry — RAP Sheet’ screen; or click on ‘RR’ from your favorites list to go to
the ‘Criminal Records Inquiry — RAP Sheet’ screen. Fill in SID number, then press
‘Submit’ button to send to LEDS. Click on ‘View Responses’ and then request print.

3} WebLEDS - Microsoft Internet Explorer o (] |
File Edit  Wiew Favorites Tools  Help | H
@ Back = _J T |£| igl o / ) Search f}Lq' Favarites Q?? | i ,;; -
Address |@ https: iidocwebladsileds, hkm j G | Liriks
Wiew Hesponzes - [Esc Key] . . : .
: |Cr1m1n_al Records Inquiry - RAP Sheet
Wiew Saved Responses -
Yiew Delstad Fesponzes
Wiew Attachment Files
MEE: IP\R= FAP Sheetj Ilessage Key
My Favorites: [mccarthy IVI: | Operator Initials
-Fl AW - AdminMsg
-F2:DLR- DMYV by OLN ORI: IORDE4D?5G ORI Humber
-F3: DLW - DMV by OLN REQ): I Reguestor Mame
- F4: FREE - Free Format o
F5 DWW - DMY by Hame PUR: |C=Criminal Justice Purposes 7| Purpose Cade
- Fé : QH - CCH by Hame
_FT- gRS Reg bj; Flate Either SID or FEI must be selected:
-Fi& : QWHD - CCH by Mame 5ID: I 31D Number
-F9 : RR- CCHby SID/FBI
-FL0 W - Want by Nate FBI: | FEI Humber
- F11 : ¥ - Hit Inepu
S -ﬂ% _Hit Rg;d;ise Optional bt if specified must enter all flelds except BLD:
- BhdtFl QPR DPT: | Depattment
- BhtF2 . MFPR
- ShAF3 ;¥R BLD: | Building
- BhftFd : QLW : o
_ShES BN ADR: I Address
cs: | Cityr, State
Mask Menus: -
- Go To Mask: [AR _ILI mp: | Zip _Ill
4| | » 1 | *
|&] Done [ | | B [Ndiocalintranet o

Step 3 — For FBI record, fill in FBI number on the ‘RR’ screen (if offender has one taken
from RR CCH), press ‘Submit’ button to send to LEDS. Click on ‘View Reponses’
button and request print.
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Step 4 - If there is States ID # on FBI or RR CCH, type FQ in the ‘Go To Mask’ box,
press enter this will take you to the ‘Criminal Records Inquiry By SID (State to State)’
screen.

a WebLEDS - Microsoft Internet Explorer o ] S|
File Edit Wiew Faworites Tools  Help | ;,'
@ Back 7 (g ~ |ﬂ IELI ,l\l | / ) search «‘_L(' Favarites Q:‘i | el ,_.—, ) .
Address |@j https:{idocwebledsfleds. htm j G0 | Liriks
Yiew Delstad Fesponzes ;!
View Altachmert Files | Criminal Records Inquiry by SID (State to State)
My Favorites: [mccarthy
-Fl AN - Admin Msg
-F2:DLR - DMV by OLN MKE:  |FO = Identification Inquiry by SID = Message Key
-F3: DLW - DMV by OLI
- F4: FREE - Free Format STA: | State Code
: Eé SEWCC?{N‘;; ;ﬁ:me PUR: |C = Criminal Justice Purposes | Pupose Code
-F7:QR3- Reg by Plate ATN: | Requestar Name
-F2: QWHD - CCH by I ame
-F9:FR.CCHby SIDFEI  — | St | SID Humbey
: E? ?’é’“gﬁ;‘;ﬁyﬂne Optional, but if specified must enter all fields except BLD:
-Fl2:¥R - Hit Response DPT: I Department
- ShfiF1 | QPR =
- BhfiF2 : MPR BLD: | Building
- BhitF3  XPR i
o ADR: | Address
- SKAFS BN crs: | Clity,State
Mask Menus: ;| 2]
- Go To Mask: [F0)
- alphabetical Wasks Ienu Submit | Submit & Log Show Transachon | Cleat Form |
- Categotized Mask Menu
‘Tanawﬂmnnt- .LI_I 4 I I _PI
| 2] Dore LT T [ 1B Mdiocalintranet o

Fill in STA field with 2-letter State code, ATN field with your name, and SID # (using 2-

letter State Code in front of number). The DPT, BLD, ADR, CIS (Example: Salem,OR)
and ZIP fields are optional, but if specified you must enter all fields except BLD. Press

‘Submit’ button to send to LEDS. View and print responses.

Step 5 - Put all LEDS information in file folder, per your counties policy.

Step 6 —Per your counties policy, log as required then go to the DOC400, make entry on
“Remarks” screen (F7) indicating assigned PO, ect. (EXAMPLE: Date IRT/Field
Investigation/Notification was received and assigned to PO’s Name — YOUR
INITIALS/OFFICE).
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OoPS268I Corrections Informati on Systens (TEST) 13:15: 12

MCCARTHY I nformational Remarks on O f ender 8/ 29/ 05
Add | nformational Note for

Last note:

Ent er ed: By:

8/ 28/ 05 I RT received and assigned to PO (PO Nane) - CLM COW

More. ..

F3=Exi t F5=Refresh Fll=Menu Bar F10=Pri nt Fl12=Cancel
F13=I nsert Fl4=Del et e F15=Wap of f
Enter | D nunber for offender - or press F4=Pronpt to select.

There are many different ways to get to the F7 Rema  rks screen, here are a few
suggestions: While on the Movement/History screen press F7 to bring up
remarks screen; At Offender Information screen, pre ss F11-Menu Bar, 4-Info
Windows, H-housing or A-admission/release history, then F7-remarks; While on
the Housing History screen press F7-remarks; while in any process, press F11, 4,
H or V, then F7-remarks; or from main menu, type 14  on selection line enter.

Step 7 - Type white label with name and SID #. Staple “assignment slip” to outside of
file in upper right hand corner or follow your counties policy.

Step 8 - Give to assigned PO.

9.2 OUT-OF-STATE INVESTIGATIONS (COMPACT)

Step 1 - Verify that offender should report to your office. If not, then forward to

appropriate office or county through ICOTS. Send an email to Interstate Compact

advising the investigation or reporting instructions were forwarded to another county or

office. Do not return to Interstate Compact.

Step 2 — Refer to Steps to Entering Reporting Instructions and Compact Investigations.
OPS 3

9.3 FIELD INVESTIGATIONS (RELEASE PLANS FROM INSTI TUTION OR

LOCAL CONTROL)

Step 1 - Follow steps 1 through 4 above under IRT'’S.
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Step 2 - Put LEDS in file folder along with Field Investigation information.

Step 3 - If offender has been previously supervised, call last office of supervision for
closed file. Type in “Remarks” screen that file was requested. If last supervised in your
office/county, attach FI to closed file.

Step 4 — Log as required per your counties policy; go to ‘W/W Release Plans’ to change
99 — Release Plan caseload to appropriate assigned PO and type in remarks screen
indicating assigned PO as shown in example under IRT’s.

Step 5 - Give to assigned PO.

9.4 ACCEPTANCE/REJECTION STEPS

After PO does investigation, they will return to Supervisor indicating acceptance or
rejection. Supervisor will return to Support Staff or per your counties policy.

For IRT/Field Investigations/OOS’s: If case has been accepted, go to “Remarks” screen
and record as shown. (Example: Date IRT/Field Investigation/Notification accepted by
PO’s name — YOUR INITIALS/OFFICE). Give back to assigned PO.

For IRT/Field Investigations/OOS’s: If case has been rejected, go to “Remarks” screen
and record as shown. (Example: Date IRT/Field Investigation/Notification rejected,
closed file returned to last office of supervision — YOUR INITIALS/OFFICE).

Rejection files are taken out of folders, stapled together and filed in rejection drawer, for
6 months, under PO’s name who did investigation or per your counties policy

9.5 TRANSFER-INS FROM ANOTHER COUNTY
From the ADMISSION PROCESS on your main menu:

Step 1 — After you receive transfer file in mail, type SID # on ‘offender line’ of
‘Community Corrections Admission’ screen, press enter to bring offender to screen.
Tab to admission date/time field and enter exact date and time transfer was released
from other county. Fill in caseload (PO #) case is being transferred to, press enter you
will receive message, ‘transfer admission processed’.
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OoPS2251 Corrections Informati on Systens (TEST) 10: 47: 16

MCCARTHY Communi ty Corrections Adm ssion 9/ 08/ 05
Ofender.............. 1234567 Test, O fender

DOB...........cvviun.. 5/ 20/ 1959

Current status........ Pr obati on

Last location......... GRAN

Rel ease date/tine.....

Supervision level..... LTD

Admi ssion to location. POLK Pol k County Community Corrections
Adm ssion date/tinme... 3122004 1525
Caseload. ............. 9161 BOYER, ANGELA

Post admi ssi on status.

LC conviction county..
LC supv status code. ..

Copy PSI data from... S| DNO 00000000
F3=Exi t F4=Pr onpt F5=Refresh F6=New adnmi ssi on
F7=Current date/tine F9=Retri eve Fll=Menu bar F12=Cancel

Transfer adm ssion processed.

Step 2 — Press enter to move from one screen to the next updating all pertinent
information until you come to the ‘Offender Print’ screen, put a 5 on option line, press
enter to print kardex.

Step 3 — Run QLW via WebLEDS to check if EPR was transferred to your location, if
mailbox information was added, if current PO’s name and number are in miscellaneous
field and if supplemental information was entered. If not, refer to ‘Adding Supplemental
Information’ document under ‘Enter Probation Record’ section of manual to add
supplemental information. Per your county policy, add special conditions if appropriate.

Step 4 — Check supervision fee amount, if different from your county amount, change
supervision fee by referring to “Supervision Fee Manual”.

Step 5 — Type new label if needed per your county policy.

Step 6 — Paperclip information to front of file or per your county policy and give file to
PO.

Note- New intake from another county:  If an O is a no show or had provided an
incorrect address, TRANSFER back to the county of conviction. (This shows what
actually happened, that supervision was attempted in the receiving county and O either
did not show up for supervision or provided a bad address. This process will not mess
up supervision fee account. This is a new practice for SOON.)

OPS 9 — Transfer’s and Field Investigations.doc
Transferring to Another County Last Revised on21(2011




9.6 TRANSFERRING TO ANOTHER COUNTY

:Step 1 — From the CC RELEASE PROCESS on your main menu: On the ‘Work with
Offenses’ screen, enter SID # on ‘Offender’ line, press enter, this will bring offender to
screen. Check ‘Work with Offenses’ screen and make appropriate changes to offenses
and conditions if needed (entering balances of restitution (SC7)/compensatory
fine/community service work), press enter to process changes. If no changes needed
press enter twice to go to ‘Offender Release’ screen.

Step 2 — Fill in release date and time with date other county accepted offender, release
type is ‘TRAN’, fill in release location with appropriate 4-digit county location (use
F4=prompt to view location list). Press enter to process, you will get message ‘Release
Processed — Select new offender or press enter to continue’.

oPS270I Corrections Information Systens (TEST) 9:49: 12
MCCARTHY O f ender Rel ease 9/ 15/ 05
PROCESS
Ofender............ 1234567 TEST, OFFENDER
DOB................. 8/ 17/ 1978 Location: JEFF
Status.............. PO Post Prison
Current caseload.... 0888 Kl M PERKINS

Cust ody/ Supv | evel .. LTD

Rel ease date........ 9152005 Time.... 930
Rel ease type code... TRAN

Rel ease to | ocation. JACB

F3=Exi t F4=Pr onpt F5=Refresh F7=Current date/tine
FO9=Retri eve Fll=Menu bar F12=Cancel
Rel ease processed - Sel ect new of fender or Press ENTER to continue.

Step 3 — Press enter this will take you to the ‘Movement History/Maintenance’ screen.
Check to make sure transfer was completed.

SYS4021 Corrections Informati on Systens (TEST) 9: 51: 06
MCCARTHY Movenent Hi st ory/ Mai nt enance 9/ 15/ 05
RECORD KEY: 0257422
O fender.... 1234567 TEST, OFFENDER Curr cycle. 01-09-01
Status...... Post Pri son(JEFF Location.... JEFF Primary casel oad *None
Posi tion custody/adm ssion cycle... 1 9 LC COUNTY....... JEFF
--Cycle-- Location --Admi ssion----- ------- Rel ease------------
01 Admi ssion From JEFF 09/22/2000
01-09 Status: PO 07/ 22/ 2004
01-09-01  JEFF 07/22/2004 08: 01 09/15/2005 09: 30 TRAN JACB
Housi ng 07/ 22/ 2004 08:01 07/28/2004 12:00
Housi ng ABSC 07/ 28/ 2004 12: 00 08/28/2004 12:00
Housi ng 08/ 28/ 2004 12: 00 09/15/2005 09: 30
SANC JAIL 08/28/2004 00: 00 09/26/2004 00:00
Bot t om

F3=Exi t F6=I nsert housing F7=Remarks F10=Print Fl16=Casel oad history
F18=Change data F20=W W Movenent s F21=Aut o cycl e/ summary mai nt enance
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Step 4 — Go to WebLEDS (refer to EPR Steps, Modifying An EPR, page 4) to make
appropriate changes.

A. MBX: Enter PO's LEDS mailbox #; if no mailbox # enter an “*"in first
character

B. ORI: Enter location being transferred to

C. MIS: Enter PO’s name and number (refer to Office Procedures Manual,
Resource Information).

Press ‘Submit’ button to send to LEDS.

Step 5 — Press enter three times to go to the ‘W/W Caseload History by Offender’
screen to check exit date of transfer. Press enter twice to get to the ‘Informational
Remarks on Offender’ screen, enter date file sent in remarks screen with you initials.

OoPS268lI Corrections Information Systens (TEST) 10: 02: 32
MCCARTHY Informati onal Remarks on O f ender 9/ 15/ 05
Add | nformational Note for 1234567 TEST, OFFENDER
Last note:

Ent er ed: By:

9/ 15/ 05 Transfer file sent to Jackson County - CMJEFF___

More. ..

F3=Exi t F5=Ref r esh F11=Menu Bar F10=Pri nt F12=Cancel
F13=l nsert F14=Del et e F15=Wap of f

Step 6 — Check Treatment Module for treatment completion. Press F11-3-T, this will
take you to the ‘Treatment Programs’ window. Refer to ‘Treatment Module’ manual for
data entry. Follow your county policy for data entry.

Step 7 - Contact your supervision fee person regarding your county policy if any other
fees still owed to your county.

Step 8 - Per your county practice, attach modified EPR print out, transfer acceptance
and transfer memo and check list ( you can find in OPS 24) send file to appropriate
county.

Step 9 — Per your county policy remove CCH/LEDS and chronos before sending,
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9.7 NEW CASE TRANSFER / 90-DAY RULE

The following is the portion of the DOC Transfer Rule #19 (291-019-0160), updated April 5,
2001, that outlines cases not requiring a transfer request and the corresponding
responsibilities. The 90-Day Rule is referred to under Item (3).

(1) New Cases: New cases are not subject to the transfer process.

(2) If the offender resides in a county other than the county of conviction, the office
serving the county of residence shall assume supervision without requiring any transfer
investigation from the sending office.

(3) Ninety-day Rule: If an offender, whose residence is in another county, is
sentenced by court order to less than 90 days in jail, the case will be transferred to the
office in the county of residence. If an offender is sentenced to 90 days or more, the case
will be held by the county of conviction until released from jail at which time the case will be
handled as a new intake in the county of residence upon verification of residence.

(4) In situations described in sections (2) and (3) above, it is the responsibility of the
office for the county in which the conviction occurred to assure that the court order is sent to
the office in the county of residence.

To view the Department of Corrections Transfer Rule, go to DOC Web Page
http://www.oregon.gov/DOC. Then go down and click on OAR, click on numerically by
OAR, 291. Scroll down to 291-0

OPS 9 — Transfer’s and Field Investigations.doc 9
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OPS CHAPTER 10 - CIS Movement History / Maintenance

This document is designed to walk you through making changes on the Movement
History/Maintenance screen. Remember! Always start with F10 to print your screens
before making changes. After making any changes, perform the F21=Auto
Cycle/Summary Maintenance (see 10.9 for directions). This clears up behind-the-scenes
issues. And finally, check the supervision fee screens after all changes or notify the
appropriate person in your office to do so. Issues may arise at the next billing cycle.

10.1 CHANGING “ADMISSION FROM” LOCATION:

Ever goof when admitting a brand new offender and put the wrong code in the “Admission From”
field in the Admissions process? A good example would be putting your county code in that field
instead of the two letter State code when admitting a Compact case. You can change this easily!

Step One: Position your cursor to the line that says ‘Admission From’ and press F18 (shift F6)
to Change Data.

SYS4021 Corrections Information Systems (TEST) 15:33:20
SHIPPEYT Movement History/Maintenance 10/21/08
RECORD KEY: 1706643
Offender.... 12345678 TEST, OFFENDER Curr cycle. 01-04-01
Status...... Probation Loca: COOS Prim caseload 6202
Position custody/admission cycle... 1 4
--Cycle-- Location --Admission-----  ------- Release------------
01 Admission From: COOS 03/27/2006
01-04  Status: PR 07/26/2008
01-04-01 COOS 07/26/2008 10:00
Housing 07/26/2008 10:00
Bottom
F3=Exit F6=Insert housing F7=Remarks F10=Print F16=Caseload history
F18=Change data F21=Auto cycle/summary maintenance

The following Custody Cycle Maintenance screen will appeatr:

SYS406l Corrections Information Systems (TEST) 15:37:29
SHIPPEYT Custody Cycle Maintenance 10/21/08

Offender.... 12345678 TEST, OFFENDER
Status...... Probation Location.... COOS

Custody from location.... COOS

--Cycle-- Location --Admission----- Release
01 Admission From: COOS

01-01  Status: PR

01-01-01 COOS

Housing 03/27/2006 10:00

F3=Exit F4=Prompt F5=Refresh F11=Menu bar
F12=Cancel F14=Delete custody F17=Show all data
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Step Two: Position your cursor on the location field on the line that reads ‘Custody from
location’ and change to the appropriate code (For instance, if the offender was a Compact case
from Washington State, you would change COOS to WA). If you do not know the correct code,
press the F4 key. Press <Enter> to save your change.

SYS406l Corrections Information Systems (TEST) 15:37:29
SHIPPEYT Movement History/Maintenance 10/21/08

Offender.... 12345678 TEST, OFFENDER
Status...... Probation Location.... COOS

--Cycle-- Location --Admission-----  ------- Release------------
01 Admission From: WA

01-01  Status: PR

01-01-01 COOS

Housing 03/27/2006 10:00

F3=Exit F6= Insert housing F7=remarks F10=Print
F18=Change data F21=Auto cycle/summary maintenance

Note above the Admission Location has been changed to WA. Remember!! F21 to auto
cycle/summary maintenance. This cleans up the workings behind the screens.

10.2 CHANGING STATUS
NOTE: Remember that Status is tied to offense type . Program edits will not

allow you to make a status change if you haven’'tch  anged the sentence type
first (example: PR status must have an open ‘P’ ty  pe offense, etc).

Have you ever admitted an offender to Probation, when you really meant to admit them to
Conditional Discharge? How about admitting a Compact offender to Probation instead of Parole?
It's easy to change with the Movement History/Maintenance screen!

Step One: Position your cursor to the line that reads ‘Status’ and press F18
(Shift F6) to Change Data.

SYS4021 Corrections Information Systems (TEST) 16:10:51
SHIPPEYT Movement History/Maintenance 10/21/08
RECORD KEY: 1706643

Offender.... 12345678 TEST, OFFENDER Curr cycle. 01-04-01

Status...... Probation Loca: COOS Prim caseload 6202

Position custody/admission cycle... 1 4

--Cycle-- Location --Admission----- Release

01 Admission From: COOS 03/27/2006

01-04  Status: PR 07/26/2008

01-04-01 COOS 07/26/2008 10:00

Housing 07/26/2008 10:00

Bottom

F3=Exit F6=Insert housing F7=Remarks F10=Print F16=Caseload history
F18=Change data F21=Auto cycle/summary maintenance
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The following screen will appear:

SYS405I Corrections Information Systems (TEST) 16:36:23
SHIPPEYT Admission Cycle Maintenance 10/21/08
Offender.... 12345678 TEST, OFFENDER
Status...... Probation Location.... COOS
New current status....... PR  Hold reason/location...
--Cycle-- Location  --Admission----- Release

01-04 Status: PR
01-04-01 COOS
Housing COOS 07/26/2008 10:00

Bottom
F3=Exit F4=Prompt F5=Refresh F11=Menu bar

Fl12=Cancel F14=Delete admission F17=Show all data

Step Two: Position your cursor on the status field on the line that reads ‘New current status...’
and change to the correct status. For example, if the offender was really a conditional discharge

case, you would enter CD. Use the F4 prompt key if you don’t know the correct status code.
Press enter to save your changes.

Step Three: Use F21 Auto Cycle/summary maintenance.

10.3 CHANGING ADMISSION DATE:

Here’s another pesky problem. You accidentally put the wrong date in the Admission Date/Time
field in the Admissions process. No problem with this screen! Remember, the Admission Date,

Sentence Begin Date or Compact Begin Date, and the Supervision Fee Account Start Date must
match.

Step One: Position your cursor to the line that reads ‘Housing’ with the date to the right of it,
and press F18 (Shift F6) to change data. The following screen will appear:

SYS4021 Corrections Information Systems (TEST) 16:48:41
SHIPPEYT Movement History/Maintenance 10/21/08
RECORD KEY: 1735925
Offender.... 12345678  TEST, OFFENDER Curr cycle. 01-01-01
Status...... Probation Loca: COOS Prim caseload 6207
Position custody/admission cycle... 1 1
--Cycle-- Location --Admission----- Release
01 Admission From: COOS 07/14/2008
01-01  Status: PR 07/14/2008
01-01-01 COOS 07/14/2008 10:00
Housing 07/14/2008 10:00
Bottom
F3=Exit F6=Insert housing F7=Remarks F10=Print F16=Caseload history
F18=Change data F21=Auto cycle/summary maintenance
Chapter 10 - 07-08-2015.doc 10-3
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The following screen will appear.

SYS403I Corrections Information Systems (TEST) 11:00:33
SHIPPEYT Maintain Movement Data 10/22/08

CHANGE
Offender.. 12345678 TEST, OFFENDER

Location... COOS Coos County Community Corre

Housing location........ COOS Coos County Community Corre
Start date/time......... 7/26/2008 10:00
Cell number.............

Outcount reason/loca....

Stop date/time..........

F3=Exit F4=Prompt F5=Refresh F6=Create
F11=Menu bar F12=Cancel Fl14=Delete

Step Two: Position your cursor to the field ‘Start date/time’ and change the date to the correct
one. Press <Enter>

Step Three: Use F21 Auto Cycle/summary maintenance and you're done!

10.4 CHANGING CURRENT ADMISSION LOCATION:

Have you ever admitted an offender to your ‘L’ location, and realized he should have been
admitted to your current location. Note: You can only change the current (last) oron __ly

admission/housing location. A ticket to the Super Users will be needed if the change is to
a previous admission/housing location.

Step One: Put your cursor on the housing line directly below the location code. Press F18 (Shift
F6) = Change data.

SYS4021 Corrections Information Systems (TEST) 13:57:44
SHIPPEYT Movement History/Maintenance 11/17/10
RECORD KEY: 1753390

Offender.... 12345678 TEST, OFFENDER Curr cycle. 01-01-01

Status...... Probation Loca: COOS Prim caseload 6206

Position custody/admission cycle... 1 1

--Cycle-- Location --Admission----- ------- Release------------

01 Admission From: COOS 01/14/2010

01-01  Status: PR 01/14/2010

01-01-01 LCOO 01/14/2010 10:00

Housing 01 /14/2010 10:00

Bottom
F3=Exit F6=Insert housing F7=Remarks F10=Print F16=Caseload history
F18=Chanae data F20=W/W Movements F21=Auto cvcle/summarv maintenance
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The following Maintain Movement Data Screen will appear.

SYS403I Corrections Information Systems (TEST) 14:08:
SHIPPEYT Maintain Movement Data 11/17/
CHANGE

Offender.. 12345678 TEST, OFFENDER
Location... COOS Coos County Community Corre

Housing location........ LCOO Coos County Jail
Start date/time......... 1/14/2010 10:00

Cell number.............
Outcount reason/loca....

Stop date/time..........

F3=Exit F4A=Prompt F5=Refresh F6=Create
Fl1=Menu bar F12=Cancel Fl4=Delete

Step Two: On the Housing Location field, type the correct housing location, press <Enter> to
save. Press <Enter> to return to the movement History Maintenance Screen.

And the correct Housing Location should appear!

SYS4021 Corrections Information Systems (TEST) 14:12:46
SHIPPEYT Movement History/Maintenance 11/17/10
RECORD KEY: 1753390
Offender.... 12345678 TEST, OFFENDER Curr cycle. 01-01-01
Status...... Probation Loca: LCOO Prim caseload 6206
Position custody/admission cycle... 1 1
--Cycle-- Location --Admission----- Release
01 Admission From: COOS 01/14/2010
01-01  Status: PR 01/14/2010
01-01-01 COOS 01/14/2010 10:00
Housing 01/14/2010 10:00

Step Three: Use F21 Auto Cycle/summary maintenance and you're done!

10.5 DELETING ADMISSION PORTION OF HOUSING/LOCATION RECORDS

Remember to print those screens first!

NOTE: NEVER use the F14=Delete function if both “S  tart” and “Stopt” data is
showing on this screen.

Let's look at the following example. This offender should not have gone out on ABSC status.
The record will need to be removed in two steps, Admission and Release.
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Step One: Delete ABSC Housing Admission To remove the ABSC movement, place your
cursor on the last ‘Housing’ record, and press F18 (shift F6) to change data.

SYS4021 Corrections Information Systems (TEST) 11:14:51
SHIPPEYT Movement History/Maintenance 10/22/08
RECORD KEY: 1706643
Offender.... 12345678 TEST, OFFENDER Curr cycle. 01-04-01
Status...... Probation(ABSC) Loca: COOS Prim caseload 6202
Position custody/admission cycle... 1 4
--Cycle-- Location --Admission-----  ------- Release------------
01 Admission From: COOS 03/27/2006
01-04  Status: PR 07/26/2008
01-04-01 COOS 07/26/2008 10:00
Housing 07/26/2008 10:00 09/20/2008 10:00
Housing  ABSC 09/20/2008 10:00
Bottom
F3=Exit F7=Remarks F10=Print F16=Caseload history
F18=Change data F21=Auto cycle/summary maintenance

The following screen will appear.

SYS403I Corrections Information Systems (TEST) 11:43:45

SHIPPEYT Maintain Movement Data 10/22/08
CHANGE

Offender.. 12345678 TEST, OFFENDER

Location... COOS Coos County Community Corre

Housing location........ COOS Coos County Community Corre
Start date/time......... 9/20/2008 10:00
Cell number.............

Outcount reason/loca.... ABSC
Stop date/time..........

F3=Exit F4=Prompt F5=Refresh F6=Create
F11=Menu bar F12=Cancel F14=Delete

Step Two: To delete the admission portion of the ABSC movement, press F14 (Shift F2). (Note:
If you just wanted to change the Move-in date/time you could do that from this screen.)

Step Three: Use F21 Auto Cycle/summary maintenance and you're done!

NOTE: When changing/deleting a ‘Start’ date/time,  you must also change the previous
Housing record’s ‘Stop’ date/time to match. If thi s was done at another location, you will
have to call that location to change the “Release” record as there is an edit that prevents
us from changing another location’s records.
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10.6 DELETING RELEASE PORTION OF HOUSING/LOCATION R ECORDS

This record is still showing the Release date/time of the incorrect ABSC movement. This
movement must also be removed. REMEMBER: NEVER use the F14=Delete
function if both “Start” and “Stop” data is showing on this screen.

Step One: To remove the Release portion of the record, place your cursor on the last ‘Housing’
record, and press F18 (shift F6) to change data

SYS4021 Corrections Information Systems (TEST) 11:52:19
SHIPPEYT Movement History/Maintenance 10/22/08
RECORD KEY: 1706643
Offender.... 12345678 TEST, OFFENDER Curr cycle. 01-04-01
Status...... Probation Loca: COOS Prim caseload 6202
Position custody/admission cycle... 1 4
--Cycle-- Location --Admission-----  ------- Release------------
01 Admission From: COOS 03/27/2006
01-04  Status: PR 07/26/2008
01-04-01 COOS 07/26/2008 10:00
Housing 07/26/2008 10:00 09/20 /2008 10:00
Bottom

F3=Exit F6=Insert housing F7=Remarks F10=Print F16=Caseload history
F18=Change data F21=Auto cycle/summary maintenance

The following screen appears:

SYS403I Corrections Information Systems (TEST) 11:59:02
SHIPPEYT Maintain Movement Data 10/22/08

CHANGE
Offender.. 12345678 TEST, OFFENDER

Location... COOS Coos County Community Corre

Housing location........ COOS Coos County Community Corre
Start date/time......... 7/26/2008 10:00
Cell number.............

Outcount reason/loca....

Stop date/time.......... 9/20/2008 10:00

F3=Exit F4=Prompt F5=Refresh F6=Create
F11=Menu bar F12=Cancel Fl14=Delete

Step Two: Tab to the ‘Stop date/time’ field and remove the date and time by using the space
bar or field exit key. Press <Enter>.
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The incorrect Abscond movement has been removed and record returned to active status.

SYS4021 Corrections Information Systems (TEST) 13:50:03
SHIPPEYT Movement History/Maintenance 10/22/08
RECORD KEY: 1706643
Offender.... 12345678 TEST OFFENDER Curr cycle. 01-04-01
Status...... Probation Loca: COOS Prim caseload 6202
Position custody/admission cycle... 1 4
--Cycle-- Location --Admission----- Release
01 Admission From: COOS 03/27/2006
01-04  Status: PR 07/26/2008
01-04-01 COOS 07/26/2008 10:00
Housing 07/26/2008 10:00

Bottom
F3=Exit F6=Insert housing F7=Remarks F10=Print F16=Caseload history

F18=Change data F21=Auto cycle/summary maintenance

Step Three: Use F21 Auto Cycle/summary maintenance and you're done!

10.7 DELETING THE ‘ONLY’ OR LAST HOUSING RECORD:

NOTE: This only applies if there are multiple admi  ssion lines. If the Cycle reads:
01-01-01, do not do this!

In order to delete an Admission record with only one Housing record attached, you must delete
the Location and Housing record together as follows:

Step One: Place your cursor on the line above the last Housing record that shows the last
Location. Press F18 (shift F6) ...

SYS4021 Corrections Information Systems (TEST) 14:39:19

SHIPPEYT Movement History/Maintenance 10/22/08
RECORD KEY: 1706643

Offender.... 12345678 TEST, OFFENDER Curr cycle. 01-04-02

Status...... Probation Loca: LANE Prim caseload 6500
Position custody/admission cycle... 1 4
--Cycle-- Location --Admission-----  ------- Release------------
01 Admission From: COOS 03/27/2006
01-04  Status: PR 07/26/2008
01-04-01 COOS 07/26/2008 10:00 09/05/2008 10:00 TRAN LANE
Housing 07/26/2008 10:00 08/01/2008 10:00
Housing ABSC 08/01/2008 10:00 09/01/2008 10:00
Housing 09/01/2008 10:00 09/05/2008 10:00
01-04-02 LANE 09/05/2008 10:00
Housing 09/05/2008 10:00
Bottom
F3=Exit F6=Insert housing F7=Remarks F10=Print F16=Caseload history
F18=Change data F21=Auto cycle/summary maintenance
Chapter 10 - 07-08-2015.doc 10-8
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... to go to the Change Transfer Data screen:

SYS4041 Corrections Information Systems (TEST) 14:41:51
SHIPPEYT Change Transfer Data 10/22/08

Offender.... 12345678 TEST, OFFENDER
Status...... Probation Location.... LANE

Transfer location... LANE Transfer reason..........
Transfer to location.....
--Cycle-- Location --Admission----- - Release------------
01-04-02 LANE
Housing 09/05/2008 10:00

Bottom
F3=Exit F4=Prompt F5=Refresh
F11=Menu bar F12=Cancel F14=Delete F17=Show all dates

Step Two: Delete Record: Press F14 (shift F2) to delete the record. Remember that the
Release date/time of the previous record will need to be changed, and can only be done by the
transferring location.

NEVER use the F14=Delete function if “Release” info  rmation is also showing on
this screen.

Step Three: Press <enter> to return to the Movement History/Maintenance screen and use F21
Auto Cycle/summary maintenance. You're done!

10.8 STEPS TO INSERTING COUNTY INMATE MOVEMENT

Have you received one of those clean-up lists from DOC where the County Inmate Movement is
missing on an LC admission? Here is how you insert the movement. There are many ways to
get to the Movement History/Maintenance screen. Below we will use Option 6 from your Main
CCSUPPORT Menu.

Step 1 - From your Main Menu, type 6 (CC Support Data Entry/Update) on the ‘Selection’ line and
press <Enter>. Enter the SID # on ‘Offender’ line, press <Enter>. This will open the offender’s
record on the Public Information screen.

Step 2 — Press <Enter> or F11-3-V to get to the Movement History/Maintenance screen.

Step 3 - Request a screen print or F10=Print.
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Step 4 - Locate the dates that correspond with the jail movement you need to enter. Circle or
highlight the start and stop date/times you’ll be using on the new movement. (Refer to ‘Note’
under Steps 4 & 6 for additional information)

SYS4021 Corrections Information Systems (TEST) 16:05:25
SHIPPEYT Movement History/Maintenance 11/18/10
RECORD KEY: 1720904
Offender.... 12345678  TEST, OFFENDER Curr cycle. 01-04-01
Status...... PostPrison Loca: COOS Prim caseload 6205
Position custody/admission cycle... 1 3
--Cycle-- Location --Admission----- - Release------------
01 Admission From: COOS 04/27/2007
01-03  Status:LC 01/08/2010 02 /24/2010 LCMP COOS
01-03-01 LCOO 01/08/2010 10:00 02/24/2010 10:00 LCMP COOS
Housing 01/08/2010 10:00 02/ 24/2010 10:00
01-04  Status: PO 02/24/2010
01-04-01 COOS 02/24/2010 10:00
Housing 02/24/2010 10:00
SANC CSWK 04/06/2010 08:00 04/06/2010 15:00
SANC JAIL 07/23/2010 10:00 07/28/2010 10:00

Step 5 - Press F11-3-J for the W/W County Inmate Movements screen.

Start date/time.........

Enter option........ 2=

LC conviction county COOS

... 01082010 1000

Change 5=Display

Sup ervision Sts Code. JAIL

Move typ e............

OPS1541 Corrections Information Systems (TEST) 16:18:41

SHIPPEYT W/W County Inmate Movements/Supv Status Codes 11/18/10
CHANGE

Offender............ 12345678 TEST, OFFENDER

Status.............. PostPrison COOS

Move LCsupv Start Stop Resp Supervision
Opt Type Auth Date Time Date Time Loca Status Code
SANC 7/23/2010 10:00 7/28/2010 10:00 COOS JAIL
SANC 4/06/2010 8:00  4/06/2010 15:00 COOS CSWK
SANC 8/11/2009 10:00 8/21/2009 10:00 COOS JAIL
SANC 5/01/2009 10:00 5/09/2009 10:00 COOS JAIL
SANC 11/18/2008 8:00 11/18/2008 14:00 COOS WKCR
SANC 9/02/2008 10:00 9/06/2008 10:00 COOS  JAIL

Step 6 - Review the list of movements to make sure the one you need isn’t already there. (In the
above example the movement is not there). If it's on this screen, but not displaying on the
Movement History, you may need to correct or add a date/time. If the movement is not there,
continue to Step 7.

Step 7 — Tab to the ‘LC conviction county’ field and enter the 4-digit county code. On the ‘Start
date/time’ field enter the date and time of the SB1145 jail movement. NOTE: The start
date/time must match the date/time of the admission to LC status. On the ‘Supervision
Sts Code'’ field type in JAIL (or appropriate code). Press <Enter>.
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OPS154l Corrections Information Systems (TEST) 16:18:41

SHIPPEYT W/W County Inmate Movements/Supv Status Codes 11/18/10
CHANGE

Offender............ 12345678 TEST, OFFENDER

Status.............. PostPrison COOS

LC conviction county COOS

Start date/time............ 01082010 1000 Sup ervision Sts Code. JAIL

Move typ e............

Enter option........ 2=Change 5=Display

Move LCsupv Start Stop Resp Supervision

Opt Type Auth Date Time Date Time Loca Status Code
SANC 7/23/2010 10:00  7/28/2010 10:00 COOS  JAIL
SANC 4/06/2010 8:00  4/06/2010 15:00 COOS CSWK
SANC 8/11/2009 10:00 8/21/2009 10:00 COOS  JAIL
SANC 5/01/2009 10:00  5/09/2009 10:00 COOS  JAIL
SANC 11/18/2008 8:00 11/18/2008 14:00 COOS WKCR
SANC 9/02/2008 10:00  9/06/2008 10:00 COOS

Step 8 - Tab to the new entry, put a 2=Change on the ‘Opt’ line, and press <Enter>

OPS1541 Corrections Information Systems (TEST) 16:28:48

SHIPPEYT W/ County Inmate Movements/Supv Status Codes 11/18/10
CHANGE

Offender............ 12345678 TEST, OFFENDER

Status.............. PostPrison COOS

LC conviction county
Start date/time..... Supervision Sts Code.

Move type............

Enter option........ 2=Change 5=Display
Start

Move LCsupv

Opt Type Auth

Stop

Date Time

Date Time

Resp Supervision
Loca Status Code

SANC 7/23/2010 10:00 7/28/2010 10:00 COOS  JAIL
SANC 4/06/2010 8:00 4/06/2010 15:00 COOS CSWK
2 LC COO0S 1/08/2010 10:00 LCOO  JAIL
SANC 8/11/2009 10:00 8/21/2009 10:00 COOS  JAIL
SANC 5/01/2009 10:00 5/09/2009 10:00 COOS  JAIL
SANC 11/18/2008 8:00 11/18/2008 14:00 COOS WKCR
SANC 9/02/2008 10:00 9/06/2008 10:00 COOS  JAIL
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This takes you to the Maintain County Inmate Movement screen.

Step 9 — Tab to the ‘Stop date/time’ field and fill in the date and time. Press <Enter> to save.

NOTE: The stop date/time must match the date/time
to PO status. The date/time should be the same on
admission to PO status, because that’s what the sys
inmate movement (SB1145) line.

of the release

to LCMP and admission

both. If not, use the date/time of the
tem uses when it auto closes the

Responsible location..

LC conviction county.. COOS

Start date/time 1/08/2010 10:00
Stop date/time 2/24/2010 10:00
Responsible location.. LCOO
Supervision status.... JAIL

Move Type

-- CJIS transfered data to CIS
Sending agency........
Transaction number....

OPS155I Corrections Information Systems (TEST) 16:34:02

SHIPPEYT Maintain County Inmate Movement & Supv. Status Code  11/18/10
CHANGE

Offender.............. 12345678 TEST, OFFENDER

Current status........ PostPrison

Step 10 — Return to the Movement History/Maintenance screen and veri

fy the entry is correct.

SYS4021 Corrections Information Systems (TEST) 16:37:31
SHIPPEYT Movement History/Maintenance 11/18/10
RECORD KEY: 1720904
Offender.... 12345678 TEST, OFFENDER Curr cycle. 01-04-01
Status...... PostPrison Loca: COOS Prim caseload 6205
Position custody/admission cycle... 1 3
--Cycle-- Location --Admission----- - Release------------
01 Admission From: COOS 04/27/2007
01-03  Status: LC 01/08/2010 02/24 /2010 LCMP COOS
01-03-01 LCOO 01/08/2010 10:00 02/24/2010 10:00 LCMP COOS
Housing 01/08/2010 10:00 02/2 4/2010 10:00
SB1145 JAIL 01/08/2010 10:00 02/ 24/2010 10:00
01-04  Status: PO 02/24/2010
01-04-01 COOS 02/24/2010 10:00
Housing 02/24/2010 10:00
SANC CSWK 04/06/2010 08:00 04/06/2010 15:00
SANC JAIL 07/23/2010 10:00 07/28/2010 10:00

Step 11 — Press F21 (Shift F9) =Auto Cycle/Summary Maintenanc
used when you insert, remove, or change data on the Movement History.
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10.9 AUTO CYCLE/SUMMARY MAINTENANCE:

This feature will help if programming gets confused. Edits in CIS maintain that all the cycle
information must match. An example would be that ‘Curr cycle’ must contain the same cycle
numbers as the field ‘Position custody/admission cycle,” and ‘Status...... PROBATION’ must
match ‘01-01  Status: PR’. ‘Location.... COOS’ must also match ‘01-01-01 COOS,’ and if
there is an outcount record in the Housing file, it must also be parenthetically noted in the ‘Status’
field [an example would be PROBATION(ABSC)]. If things start to look funny, trying using
F21=Auto cycle/summary maintenance, and it will automatically make everything match up!

SYS4021 Corrections Information Systems (TEST) 15:32:31

SHIPPEYT Movement History/Maintenance 10/22/08
RECORD KEY: 1706643

Offender.... 12345678 TEST, OFFENDER Curr cycle. 01-04-01

Status...... Probation Loca: COOS Prim caseload 6202
Position custody/admission cycle... 1 4

--Cycle-- Location --Admission-----  ------- Release------------

01 Admission From: COOS 03/27/2006

01-04  Status: PR 07/26/2008

01-04-01 COOS 07/26/2008 10:00

Housing 07/26/2008 10:00

Bottom
F3=Exit F6=Insert housing F7=Remarks F10=Print F16=Caseload history

F18=Change data F21=Auto cycle/summary maintenance
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10.10 REMOVING A CUSTODY CYCLE OPENED IN ERROR

NOTE: This is something you can do yourself only i f the custody cycle opened in
error is Cycle 2 or more. Ifitis the first custo  dy cycle, you must put in a SUN
ticket requesting the offender be removed from the DOC400.

Step One — Find your offender in CIS, go to the Movement History/Maintenance Screen and F10
Print the history.

Step Two — In our example, we have admitted offender to a 3" custody cycle by accident. Put
your cursor on the Admission From line that is incorrect.
In this case: 03 Admission From: Coos 06/15/15 Press F18 (shift F6).

SYS4021 Corrections Information Systems (TEST) 14:14:43
SHIPPEYT Movement History/Maintenance 6/17/15
RECORD KEY: 0238484 *Remarks** *DESIGNATOR*
Offender.... 12345678 Offender, Test D Curr cycle. 03-01-01
Status...... Probation Loca: COOS Prim caseload 6200
Position custody/admission cycle... 2
--Cycle-- Location  --Admission-----  ---—---- Release------------
Housing 01/21/2011 16:30 09/19/2011 08:40
SANC WKCR 06/21/2011 10:32 01/20/2014 09:00
SANC JAIL 07/27/2011 00:00 01/20/2014 09:00
02-02-02 DESC 09/19/2011 08:41 08/13/2012 08:00 TRAN COOS
Housing 09/19/2011 08:41 08/13/2012 08:00
02-02-03 COOS 08/13/2012 08:00 01/20/2014 09:00 EXPI
Housing 08/13/2012 08:00 01/20/2014 09:00
SANC JAIL 06/04/2013 08:00 06/18/2013 08:00
03 Admission From: COOS 06/15/2015
03-01  Status: PR 06/15/2015
03-01-01 COOS 06/15/2015 10:00
Housing 06/15/2015 10:00
Bottom
F3=Exit F6=Insert housing F7=Remarks F10=Print F16=Caseload history
F18=Change data F20=W/W Movements F21=Auto cycle/summary maintenance

This takes you to the Custody Cycle Maintenance Screen

SYS406I1 Corrections Information Systems (TEST) 14:22:43
SHIPPEYT Custody Cycle Maintenance 6/17/15

Offender....12345678 Offender, Test D
Status...... Probation Location.... COOS

Custody from location.... COOS

--Cycle-- Location  --Admission----- Release
03 Admission From: COOS

03-01  Status: PR

03-01-01 COOS

Housing 06/15/2015 10:00

Bottom
F3=Exit F4=Prompt F5=Refresh F11=Menu bar
F12=Cancel F14=Delete custody F17=Show all data
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Step Three: Press F14 (shift F2). This will highlight the 3 custody cycle information. You must
press F14 again in order to delete it.

Step Four: Return to the Movement History/Maintenance Screen, review that your final custody

cycle has been removed, and use F21 (shift F9) for Autocycle/summary maintenance. This will
clean up any behind-the-scenes issues.

SYS402I Corrections Information Systems (TEST) 14:14:43
SHIPPEYT Movement History/Maintenance 6/17/15
RECORD KEY: 0238484 *Remarks** *DESIGNATOR*
Offender.... 12345678 Offender, Test D Curr cycle. 02-02-03
Status...... Probation Loca: COOS Prim caseload 6200
Position custody/admission cycle... 2
--Cycle-- Location  --Admission----- Release
Housing 01/21/2011 16:30 09/19/2011 08:40
SANC WKCR 06/21/2011 10:32 01/20/2014 09:00
SANC JAIL 07/27/2011 00:00 01/20/2014 09:00
02-02-02 DESC 09/19/2011 08:41 08/13/2012 08:00 TRAN COOS
Housing 09/19/2011 08:41 08/13/2012 08:00
02-02-03 COOS 08/13/2012 08:00 01/20/2014 09:00 EXPI
Housing 08/13/2012 08:00 01/20/2014 09:00
SANC JAIL 06/04/2013 08:00 06/18/2013 08:00
Bottom
F3=Exit F6=Insert housing F7=Remarks F10=Print F16=Caseload history
F18=Change data F20=W/W Movements F21=Auto cycle/summary maintenance

Step Five: Go the W/W caseload History by Offender screen and remove the incorrect Caseload
info added when O was admitted to the incorrect custody cycle.

10.11 TIPS AND REMINDERS:

* Onthe DOC400 go to: Menu CCTrain for tutorial on this section. (On Selection line type
Menu CCTrain and press <Enter>) Select #13 Movement History Maintenance

e PrintIt! Itis very important to print out the Movement History/Maintenance screen before

making any changes. That way if you ‘goof’, you or the Super User can put it back the way
you found it!

» More Message!: You know that message you get at the bottom of the screen, like "Status
does not match offenses. Correct offenses or change status.” Well, if you place your cursor

on the message and press the Page Down key, a second message may appear with some
more specific information!

* Only Yours: Remember you can only change your own location’s movements. Our
commitment to data integrity is extremely high in Community Corrections, and we’re proud of
it! Make sure the information is correct, and call the previous location to correct their piece if
needed.

e ButitlS my Location! : Joe Offenderis on PPS in CIS when you notice that a movement is
incorrect while he was on probation status. When you go to change it, the system gives you a
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message that you can't! This is because you can only make changes in the most current
movement. Submit a ticket request to the Help Desk who will refer it to a member of CCSUN
(Super User Network) to make the change.

* Addit Back: So you removed the last housing movement, and now want to add another
movement back on. You must use your regular release or admit process to add a new
movement.

» Missed a Movement: You discover, back in Joe’s history, that he’s missing a move out to
Abscond. CCSUN (Super User Network) can insert this movement in the history for you, so
that you don’t have to do a lot of deleting. Email the Help Desk for a ticket to CCSUN.

* Need Help?: Remember to contact your SOON Rep first if things get tough, or send an email
to the SOON Rep distribution list for assistance.

» If you need SUN (Super User Network) assistance, email the DOC Help Desk at
HELPDESK@doc.state.or.us requesting a ticket to CCSUN with complete information: the
problem, the name & SID# of offender, along with your name, email address, and phone
number.

Example : | need to request a ticket for CCSUN to have them insert the LC movement prior to
the institution admission on the following offender.

Name: Offender, Test

SID#: 01234567

Admission to Location: LCOO
Admission Date: 01/02/2015
Caseload: 6240

LC Conviction County: COOS
LC Supv Status Code: JAIL

(plus your name and contact info)
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OPS CHAPTER 11 - Caseload History Maintenance

The following instruction manual will walk you through changing, adding, or removing
caseload history.

It is recommended that you do a screen print and READ THIS ENTIRE SECTION
BEFORE MAKING ANY CHANGES.

11.1 CHANGING INCORRECT CASELOAD NUMBER

There may be several ways of adding an offender to an incorrect caseload number.
These could be mistakes made in the admission process, transfer process, change
primary caseload process, or batch caseload change. To correct the caseload number,
go to the W/W Caseload History by Offender screen from whichever process you prefer
(i.e. Admissions, Releases, Transfer, CC Support Data Entry/Update). The new screen
appears as follows:

CVS294| Corrections Informati on Systens (TEST) 14:41: 16
CUMM NSL W W Casel oad History by O fender 5/ 31/ 00
ID Nunber........ 1234567 TEST, O fender
Location......... YAVH Yarmhi Il County Conmunity Corrections

Primary casel oad. 5327 SETTELL, RANDY
Enter option...
2=Edi t 4=Del et e 5=Di spl ay

Opt  Casel oad Loc Entry Date Exit Date St at us
To create entry

5327 YAVH 11/01/1998 PS

5306 YAVH  8/25/1994 11/01/1998 PS

00106 osP 5/31/1994 8/ 25/ 1994 I'N

00504 SCl 5/ 24/ 1994 5/ 31/ 1994 I'N

01001 MCCF 3/ 25/ 1994 5/ 24/ 1994 I'N

00306 OsCl 12/16/ 1991 3/ 25/ 1994 I'N

5306 YAVH 5/16/1990 10/02/1991 * PA

Bott om

F3=Exi t F5=Ref r esh F6=Creat e Fl1=Menu

F12=Cancel F15=Secondary casel oads

In our example, caseload number 5327 is incorrect. To change, place your cursor on
the incorrect number and type over with the correct number, and <Enter>. If you don’t
know the correct number, you can use the F4 prompt function and select the correct
caseload number from the window. You can also use the 2=edit option and either type
the correct number, or use the F4 prompt function to select the correct number. See the
corrected screen below:
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CVS294| Corrections Information Systens (TEST) 15:18: 26
CUMM NSL W W Casel oad History by O fender 5/ 31/ 00
ID Nunber........ 1234567 TEST, O fender
Location......... YAVH Yarmhi Il County Conmunity Corrections

Primary casel oad. 5301 PAGEL, KLAUS
Enter option...
2=Edi t 4=Del et e 5=Di spl ay

Opt  Casel oad Loc Entry Date Exit Date St at us
To create entry

5301 YAVH 11/01/1998 PS

5306 YAMH  8/25/1994 11/01/1998 PS

00106 osP 5/31/1994  8/25/1994 I'N

00504 Sal 5/ 24/ 1994 5/ 31/1994 I'N

01001 MCCF 3/ 25/1994 5/ 24/ 1994 I'N

00306 osCl 12/16/1991 3/ 25/ 1994 I'N

5306 YAMH  5/16/1990 10/02/1991 * PA

Bott om

F3=Exi t F5=Refresh F6=Creat e Fll=Menu

F12=Cancel F15=Secondary casel oads

11.2 INSERTING CASELOAD NUMBER

There may be times when you discover an offender should have been transferred to a
different caseload within your location, or some caseload history was deleted by
mistake and needs to be recreated. To insert, go to your W/W Caseload History by
Offender screen:

CVB294| Corrections Informati on Systens (TEST) 15:50: 40
CUMM NSL W W Casel oad Hi story by O fender 5/ 31/ 00
ID Nunber........ 1234567 TEST, O fender
Location......... DESC Deschutes County Community Corrections

Primary casel oad. 1542 M KKELBORG, ELAI NE
Enter option...
2=Edi t 4=Del et e 5=Di spl ay

Opt Caseload Loc Entry Date Exit Date St at us
To create entry

1542 DESC 10/ 28/1999 PO

1540 DESC  7/31/1999 10/28/1999 LC

1538 DESC  8/12/1997 7/ 31/ 1999 PO

00110 osP 5/ 24/ 1997  8/12/ 1997 I'N

00501 sl 2/ 19/ 1997 5/ 24/ 1997 I'N

00410 ECCI 8/ 14/ 1996 2/ 19/ 1997 I'N

13002 PRCF  6/04/1996  8/14/1996 I'N

13099 PRCF 6/ 04/1996 6/ 04/ 1996 I'N

11002 SRCI 9/20/1994 6/ 04/ 1996 I'N

00410 ECCI 9/ 02/ 1994 9/ 20/ 1994 I'N

More. ..

F3=Exi t F5=Ref r esh F6=Creat e Fl1=Menu

F12=Cancel F15=Secondary casel oads

In this example, we need to add caseload number 1560 with an entry date of 6/4/98 and
an exit date of 7/31/99. To accomplish this we will insert caseload 1560 between 1538
and 1540. The first step is to create a space within the existing dates by changing the
exit date on the line prior to where the new caseload number will be inserted and
pressing <Enter>:
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CVS294| Corrections Informati on Systens (TEST) 15: 55: 59
CUMM NSL W W Casel oad History by O fender 5/ 31/ 00
I D Nunber........ 1234567 TEST, O fender
Location......... DESC Deschutes County Community Corrections
Primary casel oad. 1542 M KKELBORG, ELAI NE
Enter option...

2=Edi t 4=Del et e 5=Di spl ay
Opt  Casel oad Loc Entry Date Exit Date St at us
To create entry
1542 DESC 10/ 28/ 1999 PO
1540 DESC 7/31/1999 10/28/1999 LC
1538 DESC  8/12/1997 6/04/1998 * PO
00110 osP 5/ 24/ 1997  8/12/1997 I'N
00501 Scl 2/ 19/ 1997 5/ 24/ 1997 I'N
00410 ECCI 8/ 14/ 1996 2/ 19/ 1997 I'N
13002 PRCF  6/04/1996  8/14/1996 I'N
13099 PRCF 6/ 04/1996 6/ 04/ 1996 I'N
11002 SRCI 9/ 20/ 1994 6/ 04/ 1996 I'N
00410 ECCI 9/02/1994 9/ 20/ 1994 I'N
More. ..
F3=Exi t F5=Refresh F6=Create F11=Menu
F12=Cancel F15=Secondary casel oads

***Please note when changing either entry or exit dates, the date must be greater than
the previous date, and less than the latter date.

The next step will be to create the new record by using F6=create function, or by
entering the data on the top blank lines (text says To create entry) as follows:

CVB294| Corrections Informati on Systens (TEST) 15:55: 59
CUMM NSL W W Casel oad Hi story by O fender 5/ 31/ 00
ID Nunber........ 1234567 TEST, O fender
Location......... DESC Deschutes County Community Corrections
Primary casel oad. 1542 M KKELBORG, ELAI NE
Enter option...

2=Edi t 4=Del et e 5=Di spl ay
Opt Caseload Loc Entry Date Exit Date St at us
1560 06 04 1998 07 31 1999 To create entry
1542 DESC 10/ 28/1999 PO
1540 DESC  7/31/1999 10/28/1999 LC
1538 DESC 8/12/1997 6/04/1998 * PO
00110 osP 5/ 24/ 1997  8/12/ 1997 I'N
00501 sl 2/ 19/ 1997 5/ 24/ 1997 I'N
00410 ECCI 8/ 14/ 1996  2/19/ 1997 I'N
13002 PRCF  6/04/1996  8/14/1996 I'N
13099 PRCF  6/04/1996  6/04/1996 I'N
11002 SRCI 9/20/1994 6/ 04/ 1996 I'N
00410 ECCI 9/02/1994 9/ 20/ 1994 I'N
More. ..
F3=Exi t F5=Ref r esh F6=Creat e Fl1=Menu
F12=Cancel F15=Secondary casel oads

Please note that the asterisk between the exit date and the status denotes a break in
sequential progression. There should always be an asterisk between custody cycles,
however this would otherwise indicate a possible problem with the caseload history that
may need to be fixed. In this particular case, the asterisk is there because you are
currently making changes to the caseload.

After pressing <Enter> to save your changes, you will see the following:
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CVS294| Corrections Information Systens (TEST) 16: 20: 27
CUMM NSL W W Casel oad History by O fender 5/ 31/ 00
ID Nunber........ 1234567 TEST, O fender
Location......... DESC Deschutes County Community Corrections

Primary casel oad. 1542 M KKELBORG, ELAI NE
Enter option...
2=Edi t 4=Del et e 5=Di spl ay

Opt  Casel oad Loc Entry Date Exit Date St at us
To create entry

1542 DESC 10/ 28/ 1999 PO

1540 DESC  7/31/1999 10/28/1999 LC

1560 DESC  6/04/ 1998 7/ 31/ 1999 PO

1538 DESC 8/ 12/ 1997 6/ 04/ 1998 PO

00110 CsP 5/ 24/ 1997  8/12/1997 I'N

00501 Sal 2/ 19/ 1997 5/ 24/ 1997 I'N

00410 EQCCI 8/ 14/ 1996 2/ 19/ 1997 I'N

13002 PRCF  6/04/1996 8/ 14/ 1996 I'N

13099 PRCF 6/ 04/ 1996 6/ 04/ 1996 I'N

11002 SRCl 9/ 20/ 1994 6/ 04/ 1996 I'N

More. ..

F3=Exi t F5=Refresh F6=Creat e Fll=Menu

F12=Cancel F15=Secondary casel oads
1560 06/ 04/1998 Added.

And your data has been inserted.

11.3 REMOVING AN INCORRECT RECORD

In this example, you discover a record within the caseload history that should not be
there. For instance, in the old program, the only way to correct a mistake in the
caseload number was to add a new line of data, leaving the incorrect data there. Now
you can simply remove the incorrect line, in essence by doing reversing the steps in
Scenario Il as follows:

CVB294| Corrections Informati on Systens (TEST) 16: 46: 10
CUMM NSL W W Casel oad Hi story by O fender 5/ 31/ 00
ID Nunber........ 1234567 TEST, O fender
Location......... DESC Deschutes County Community Corrections

Primary casel oad. 1542 M KKELBORG, ELAI NE
Enter option...
2=Edi t 4=Del et e 5=Di spl ay

Opt Caseload Loc Entry Date Exit Date St at us
To create entry
1542 DESC 10/ 28/ 1999 PO
1540 DESC 7/ 31/ 1999 10/ 28/ 1999 LC
4 1560 DESC 6/04/1998  7/31/1999 PO
1538 DESC 8/12/1997  6/04/1998 PO
00110 osP 5/ 24/ 1997 8/ 12/ 1997 I'N
00501 SCl 2/ 19/ 1997 5/ 24/ 1997 I'N
00410 ECCI 8/14/1996  2/19/1997 I'N
13002 PRCF  6/04/1996  8/14/1996 I'N
13099 PRCF 6/ 04/ 1996 6/ 04/ 1996 I'N
11002 SRCl 9/ 20/ 1994 6/ 04/ 1996 I'N
More. ..
F3=Exi t F5=Refresh F6=Creat e Fll=Menu
F12=Cancel F15=Secondary casel oads
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Place your cursor on the line to be removed and enter 4=delete option and press
<Enter>.
You will be asked to confirm the deletion by pressing <Enter> again.

CVS294| Corrections Informati on Systens (TEST) 16:49: 11
CUMM NSL W W Casel oad History by O fender 5/ 31/ 00
ID Nunber........ 1234567 TEST, O fender
Location......... DESC Deschutes County Community Corrections

Primary casel oad. 1542 M KKELBORG, ELAI NE
Enter option...
2=Edi t 4=Del et e 5=Di spl ay

Opt  Casel oad Loc Entry Date Exit Date St at us
To create entry

1542 DESC 10/ 28/ 1999 PO

1540 DESC  7/31/1999 10/28/1999 LC

1538 DESC  8/12/ 1997 6/ 04/ 1998 * PO

00110 CsP 5/ 24/ 1997  8/12/1997 I'N

00501 Scl 2/ 19/ 1997 5/ 24/ 1997 I'N

00410 EQCCI 8/ 14/ 1996 2/ 19/ 1997 I'N

13002 PRCF  6/04/1996 8/ 14/ 1996 I'N

13099 PRCF 6/ 04/ 1996 6/ 04/ 1996 I'N

11002 SRCl 9/ 20/ 1994 6/ 04/ 1996 I'N

00410 EQCCI 9/ 02/ 1994 9/ 20/ 1994 I'N

More. ..

F3=Exi t F5=Refresh F6=Creat e Fll=Menu

F12=Cancel F15=Secondary casel oads
1560 04/06/1998 Del et ed.

Note that the asterisk has returned because the dates are now out of sequence. You
must now change the exit date of the previous record to match the entry date of the
latter record by placing your cursor on the date to be changed, typing the correct date,
and pressing <Enter> as follows:

CVB2941 Corrections Informati on Systens (TEST) 16: 52: 45
CUMM NSL W W Casel oad Hi story by O fender 5/ 31/ 00
ID Nunber........ 1234567 TEST, O fender
Location......... DESC Deschutes County Community Corrections

Primary casel oad. 1542 M KKELBORG, ELAI NE
Enter option...
2=Edi t 4=Del et e 5=Di spl ay

Opt Caseload Loc Entry Date Exit Date St at us
To create entry

1542 DESC 10/ 28/ 1999 PO

1540 DESC 7/ 31/ 1999 10/ 28/ 1999 LC

1538 DESC 8/ 12/ 1997 7/ 31/ 1999 PO

00110 CsP 5/ 24/ 1997  8/12/1997 I'N

00501 SCl 2/ 19/ 1997 5/ 24/ 1997 I'N

00410 ECCI 8/ 14/ 1996 2/ 19/ 1997 I'N

13002 PRCF  6/04/1996 8/ 14/ 1996 I'N

13099 PRCF 6/ 04/ 1996 6/ 04/ 1996 I'N

11002 SRCI 9/ 20/ 1994 6/ 04/ 1996 I'N

00410 EQCI 9/ 02/ 1994 9/ 20/ 1994 I'N

More. ..

F3=Exi t F5=Refresh F6=Creat e Fll=Menu

F12=Cancel F15=Secondary casel oads

Note that the asterisk has gone away, denoting that the dates are again in sequential
order.
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11.4 CASELOAD HISTORY / INCORRECT DISCHARGE

In this example, the offender’s record was discharged on 01/11/2000 to EXPI in error,
and needs to be reopened to active status. Any time changes are made to the
Movement History/Maintenance screen, you MUST make corresponding changes to the
W/W Caseload History by Offender screen. To begin, go to the Movement History
Maintenance screen. Please refer to the Movement History/Maintenance section for
more detail on changing Admission/Release history.

SYS4021 Corrections Informati on Systens (TEST) 17: 35: 47
CUVMM NSL Moverment Hi st ory/ Mai nt enance 5/ 31/ 00
** Remar ks* *
O fender.... 1234567 TEST, O fender Curr cycle. 01-01-03
Status...... DI SCHARGE Location.... MICB Primary casel oad *None
Posi tion custody/adm ssion cycle... 1 1
--Cycle-- Location --Admission----- ------- Rel ease------------
01 Admi ssion From MILT
01-01 Status: PR
01-01-01 MrbC TRAN MIsw
Housi ng 01/12/1998 09: 00 01/22/1998 13:26
01-01-02 MISW TRAN MrcB
Housi ng 01/22/1998 13:26 11/23/1999 00: 00
01-01-03 MICB EXPI
Housi ng 11/23/1999 00: 00 01/11/2000 23: 00
Bot t om

F3=Exi t F7=Remar ks F10=Pri nt F13=Show dat es F16=Casel oad hi story
F18=Change data F20=W W Movenent s F21=Aut o cycl e/ summary mai nt enance
FRANKLI N CONNI EE is the court nane for MACK CONNI EE.

Place your cursor on the last housing line, press F18=change data function key, and
remove the stop date/time information ONLY from the Maintain Movement Data screen.
DO NOT USE F14=DELETE.

SYS4021 Corrections Informati on Systens (TEST) 17: 43: 55
CUMM NSL Moverment Hi st ory/ Mai nt enance 5/ 31/ 00
** Remar ks* *
O fender.... 1234567 TEST, O fender Curr cycle. 01-01-03
Status...... PROBATI ON Location.... MICB Primary casel oad *None
Posi tion custody/adm ssion cycle... 1 1
--Cycle-- Location --Admission----- ------- Rel ease------------
01 Admi ssion From MILT
01-01 Status: PR
01-01-01 MrDC TRAN MIrsw
Housi ng 01/12/1998 09: 00 01/22/1998 13: 26
01-01-02 MTSW TRAN MICB
Housi ng 01/22/1998 13:26 11/23/1999 00: 00
01-01-03 MICB
Housi ng 11/ 23/ 1999 00: 00
Bott om

F3=Exi t F7=Remar ks F10=Pri nt F13=Show dat es F16=Casel oad history
F18=Change data F20=W W Movenent s F21=Aut o cycl e/ summary mai nt enance
Records del eted. Next, caseload history.
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Notice — the Discharge status has returned to the previous active status, in this example
Probation. You will also receive the message the record was deleted and that “Next,
caseload history”. This alerts you that the next screen you see, upon pressing <Enter>,
will be the W/W Caseload History by Offender screen.

CVB294| Corrections Informati on Systens (TEST) 17:47:59
CUMM NSL W W Casel oad Hi story by O fender 5/ 31/ 00
ID Nunber........ 1234567 TEST, O fender
Location......... MICB Mul t noneh CBC/ Casebank O fice

Primary casel oad.
Enter option...
2=Edi t 4=Del et e 5=Di spl ay

Opt Caseload Loc Entry Date Exit Date St at us
To create entry

3222 MICB 11/23/1999  1/11/2000 PR

3661 MISW  3/06/1998 11/23/1999 PR

4825 1/22/1998  3/06/1998 PR

4008 MIDC  1/12/1998  1/22/1998 PR

Bott om

F3=Exi t F5=Refresh F6=Create F11=Menu

F12=Cancel F15=Secondary casel oads
Check casel oad history.

On the above screen, the “Exit Date” corresponding to the discharge date removed from
the Movement History Maintenance screen must also be removed. Please note the
“Primary caseload” field is blank at this point. Removing the “Exit Date” causes the
previous caseload number to become the current primary caseload number. This is
important for accurate caseload statistics.

To remove the 1/11/2000 “Exit Date”, place your cursor on the date and clear the field
by using the field exit key or the space bar, and press <Enter>.

CVB294| Corrections Informati on Systens (TEST) 17:50: 07
CUMM NSL W W Casel oad Hi story by O fender 5/ 31/ 00
ID Nunber........ 1234567 TEST, O fender
Location......... MICB Mul t noneh CBC/ Casebank O fice

Primary casel oad. 3222 ASSP CASELOAD
Enter option...
2=Edi t 4=Del et e 5=Di spl ay

Opt Caseload Loc Entry Date Exit Date St at us
To create entry

3222 MICB 11/23/1999 PR

3661 MISW 3/06/1998 11/23/1999 PR

4825 1/22/1998  3/06/1998 PR

4008 MIDC  1/12/1998 1/ 22/ 1998 PR

Bott om

F3=Exi t F5=Ref r esh F6=Creat e Fl1=Menu

F12=Cancel F15=Secondary casel oads

Note: The “Primary caseload” is now showing the last caseload of 3222.
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11.5 CASELOAD HISTORY/REMOVING AN ADMISSION/RELEASE CYCLE

In this example, the offender should not have been released to Post Prison. We will be
removing the 10/28/1999 admission to Post and the corresponding LCMP release,
returning the offender to LC status.

To begin, go to the Movement History/Maintenance screen. Place your cursor on the
02-04 Status: PO line, press F18=change data and <Enter>.

SYS4021 Corrections Informati on Systens (TEST) 17:56: 24
CUVMM NSL Moverment Hi st ory/ Mai nt enance 5/ 31/ 00
O fender.... 1234567 TEST, O fender Curr cycle. 02-04-01
Status...... POST PRI SON Location.... DESC Primary casel oad *None

Posi tion custody/adm ssion cycle... 2 3
--Cycle-- Location --Admission----- ------- Rel ease------------
02 Adm ssion From DESC
02-03 Status: LC
02-03-01 LDES LCWP DESC
Housi ng 07/31/1999 12: 00 10/28/1999 05: 30
02-04 Status: PO
02-04-01 DESC
Housi ng 10/ 28/ 1999 05: 31
Bot t om

F3=Exi t F7=Remar ks F10=Pri nt F13=Show dat es F16=Casel oad hi story
F18=Change data F20=W W Movenent s F21=Aut o cycl e/ summary nmai nt enance

On the Admission Cycle Maintenance screen, press F14=delete to remove the entire
admission cycle. You will be asked to press F14 again to confirm.

SYS405I Corrections Informati on Systens (TEST) 18: 45: 22
CUMM NSL Admi ssion Cycl e Maintenance 5/ 31/ 00
O fender.... 1234567 TEST, OFFENDER
Status...... POST PRI SON Location.... DESC
New current status....... PO Hold reason/location...
--Cycle-- Location --Adnmission----- ------- Rel ease------------
02-04 Status: PO
02-04-01 DESC
Housi ng DESC 10/ 28/ 1999 05: 31
Bott om
F3=Exi t F4=Pr onpt F5=Ref r esh Fl11=Menu bar
F12=Cancel F14=Del et e adm ssi on F17=Show al | data

Records del eted. Next, caseload history.

OPS 11 — Caseload History Maintenance 8
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Notice — You will receive the message the “Record was deleted. Next, caseload
history.” This alerts you that the next screen you see, upon pressing <Enter>, will be
the W/W Caseload History by Offender screen.

CVS294| Corrections Information Systens (TEST) 18: 46: 27
CUMM NSL W W Casel oad History by O fender 5/ 31/ 00
I D Nunber........ 1234567 TEST, O fender
Location......... LDES Deschutes County Jail

Primary casel oad. 1542 M KKELBORG, ELAI NE
Enter option...
2=Edi t 4=Del et e 5=Di spl ay

Opt  Casel oad Loc Entry Date Exit Date St at us
To create entry

1542 DESC 10/ 28/ 1999 LC

1540 DESC  7/31/1999 10/28/1999 LC

1538 DESC  8/12/ 1997 7/ 31/ 1999 PO

00110 CsP 5/ 24/ 1997  8/12/1997 I'N

00501 Scl 2/ 19/ 1997 5/ 24/ 1997 I'N

00410 EQCCI 8/ 14/ 1996 2/ 19/ 1997 I'N

13002 PRCF  6/04/1996 8/ 14/ 1996 I'N

13099 PRCF 6/ 04/ 1996 6/ 04/ 1996 I'N

11002 SRCl 9/ 20/ 1994 6/ 04/ 1996 I'N

00410 EQCCI 9/ 02/ 1994 9/ 20/ 1994 I'N

More. ..

F3=Exi t F5=Refresh F6=Creat e Fll=Menu

F12=Cancel F15=Secondary casel oads
Check casel oad history.

You must first remove the caseload and entry date of the admission cycle you just
deleted. To do this, place your cursor in the Opt field and use the 4=delete option.

CVB2941 Corrections Informati on Systens (TEST) 18: 46: 27
CUMM NSL W W Casel oad Hi story by O fender 5/ 31/ 00
ID Nunber........ 1234567 TEST, O fender
Location......... LDES Deschutes County Jail

Primary casel oad. 1542 M KKELBORG, ELAI NE
Enter option...
2=Edi t 4=Del et e 5=Di spl ay

Opt Caseload Loc Entry Date Exit Date St at us
To create entry
4 1542 DESC 10/ 28/ 1999 LC
1540 DESC 7/ 31/ 1999 10/ 28/ 1999 LC
1538 DESC 8/12/1997  7/31/1999 PO
00110 osP 5/24/1997  8/12/1997 I'N
00501 SCl 2/ 19/ 1997 5/ 24/ 1997 I'N
00410 ECCI 8/ 14/ 1996 2/ 19/ 1997 I'N
13002 PRCF  6/04/1996  8/14/1996 I'N
13099 PRCF  6/04/1996  6/04/1996 I'N
11002 SRCl 9/ 20/ 1994 6/ 04/ 1996 I'N
00410 ECCI 9/ 02/ 1994 9/ 20/ 1994 I'N
Mor e
F3=Exi t F5=Refresh F6=Create F11=Menu
F12=Cancel F15=Secondary casel oads
Check casel oad history.
OPS 11 — Caseload History Maintenance 9
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The “Exit Date” corresponding to the previous entry date must also be removed. Please
note the “Primary caseload” field is blank at this point. Removing the “Exit Date” causes
the previous caseload number to become the current primary caseload number. This is
important for accurate caseload statistics.

CVS294| Corrections Informati on Systens (TEST) 18:53: 29
CUMM NSL W W Casel oad History by O fender 5/ 31/ 00
I D Nunber........ 1234567 TEST, O fender
Location......... LDES Deschutes County Jail

Primary casel oad.
Enter option...
2=Edi t 4=Del et e 5=Di spl ay

Opt  Casel oad Loc Entry Date Exit Date St at us
To create entry

1540 DESC  7/31/1999 10/28/1999 LC

1538 DESC  8/12/ 1997 7/ 31/ 1999 PO

00110 osP 5/24/1997  8/12/1997 I'N

00501 Sal 2/ 19/ 1997 5/ 24/ 1997 I'N

00410 ECCI 8/ 14/ 1996 2/ 19/ 1997 I'N

13002 PRCF  6/04/1996 8/ 14/ 1996 I'N

13099 PRCF 6/ 04/ 1996 6/ 04/ 1996 I'N

11002 SRCl 9/ 20/ 1994 6/ 04/ 1996 I'N

00410 ECCI 9/02/ 1994 9/ 20/ 1994 I'N

01441 8/26/1994  9/02/1994 I'N

More. ..

F3=Exi t F5=Refresh F6=Creat e Fll=Menu

F12=Cancel F15=Secondary casel oads
1542 28/ 10/ 1999 Del et ed.

To remove the 10/28/1999 “Exit Date”, place your cursor on the date and clear the field
by using the field exit key or the space bar, and press <Enter>.

CVB2941 Corrections Informati on Systens (TEST) 18:54: 42
CUMM NSL W W Casel oad Hi story by O fender 5/ 31/ 00
ID Nunber........ 1234567 TEST, O fender
Location......... LDES Deschutes County Jail

Primary casel oad. 1540 DI ZNEY, VI CKI
Enter option...
2=Edi t 4=Del et e 5=Di spl ay

Opt Caseload Loc Entry Date Exit Date St at us
To create entry

1540 DESC 7/ 31/ 1999 LC

1538 DESC 8/ 12/ 1997 7/ 31/ 1999 PO

00110 CsP 5/ 24/ 1997  8/12/1997 I'N

00501 Sal 2/ 19/ 1997 5/ 24/ 1997 I'N

00410 ECCI 8/ 14/ 1996 2/ 19/ 1997 I'N

13002 PRCF 6/ 04/ 1996 8/ 14/ 1996 I'N

13099 PRCF 6/ 04/ 1996 6/ 04/ 1996 I'N

11002 SRCl 9/ 20/ 1994 6/ 04/ 1996 I'N

00410 EQCI 9/ 02/ 1994 9/ 20/ 1994 I'N

01441 8/ 26/ 1994 9/ 02/ 1994 I'N

More. ..

F3=Exi t F5=Refresh F6=Creat e Fll=Menu

F12=Cancel F15=Secondary casel oads

Note: The Primary caseload field is again showing a current primary caseload number.
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The final step for this example is to remove the 10/28/1999 release to LCMP. Place
your cursor on the last housing line, press F18=change data function key, and remove
the stop date/time information ONLY from the Maintain Movement Data screen. DO
NOT USE F14=DELETE.

SYS4021 Corrections Informati on Systens (TEST) 18: 55: 52
CUMM NSL Movenent Hi st ory/ Mai nt enance 5/ 31/ 00
Ofender.... 1234567 TEST, OFFENDER Curr cycle. 02-03-01
Status...... LOCAL CONTRL Location.... LDES Primary casel oad 1540

Posi tion custody/adm ssion cycle... 2 3
--Cycle-- Location --Adnmission----- ------- Rel ease------------
02 Admi ssion From DESC
02-03 Status: LC
02-03-01 LDES LCWP DESC
Housi ng 07/31/1999 12: 00 10/28/1999 05: 30
Bott om

F3=Exi t F7=Remar ks F10=Pri nt F13=Show dat es F16=Casel oad history
F18=Change data F20=W W Movenent s F21=Aut o cycl e/ summary mai nt enance

The record should look like the following screen when you have completed this
scenario.

SYS4021 Corrections Information Systens (TEST) 18:57: 41
CUMM NSL Moverent Hi st ory/ Mai nt enance 5/ 31/ 00
O fender.... 1234567 TEST, OFFENDER Curr cycle. 02-03-01
Status...... LOCAL( DESC) Location.... LDES Primary casel oad 1540
Posi tion custody/adm ssion cycle... 2 3 LC COUNTY....... DESC

--Cycle-- Location --Admi ssion----- ------- Rel ease------------
02 Admi ssion From DESC
02- 03 Status: LC
02-03-01 LDES
Housi ng 07/31/1999 12: 00
SB1145 JAIL 07/31/1999 12:00
Bott om

F3=Exi t F7=Remar ks F10=Pri nt F13=Show dat es F16=Casel oad history
F18=Change data F20=W W Movenent s F21=Aut o cycl e/ summary mai nt enance

POST NOTE: Scenario 11.5 involved the removal of an admission and release cycle
within the same location. When dealing with admission/release data from two different
locations, each office must correct their own data.
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11.6  SECONDARY CASELOAD INDICATOR

As an added feature, the F15=secondary caseloads will now show you all caseloads
attached to this offender. To access this feature, from the W/W Caseload History by
Offender screen, press F15 function key.

CVS294| Corrections Informati on Systens (TEST) 20: 40: 37
CUMM NSL W W Casel oad History by O fender 5/ 31/ 00
ID Nunber........ 1234567 TEST, O fender
Location......... ONCC Oregon Wonrens Correctional Center

Primary casel oad. 00202 HATHAWAY, M KE
Enter option...
2=Edi t 4=Del et e 5=Di spl ay

Opt  Casel oad Loc Entry Date Exit Date St at us
To create entry

00202 ONCC  4/13/1999 I'N

4970 MIPN  9/15/1997 4/ 13/ 1999 PR

4917 MIPN  6/07/ 1996 9/ 15/ 1997 PR

3406 MINO  3/17/ 1993 6/ 07/ 1996 PR

4004 MIDC  3/15/1993  3/17/1993 PR

Bott om

F3=Exi t F5=Refresh F6=Creat e Fll=Menu

F12=Cancel F15=Secondary casel oads

The following screen shows the primary and any secondary caseloads attached to this
offender.

CVB2241 Corrections Informati on Systens (TEST) 20: 37: 03
CUMM NSL W W Pri mary/ Secondary Casel oads 5/ 31/ 00
O fender: 1234567 TEST, O fender Location: OACC Cel |l Nunber: WsB

Position to:
Enter option...
4=Del et e 5=Di splay A=Audit stanp

Opt Caseload P/'S Nane Type Location

00202 P HATHAWAY, M KE | once

08021 S PTA - JUDY ROCQUE | | BRO

4664 S TOM CHI LDERS Cc MTAD

S
Bot t om
F3=Exi t F5=Ref r esh F6=Creat e F11=Menu bar
F12=Cancel F13=Repeat
MAJORS WANDAL is the court name for MANN WANDAL.
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OPS CHAPTER 12 — Miscellaneous Data Entry

12.1 BLOCK NUMBERS, CHANGE TO SID NUMBERS

Step 1 - From your Main Menu, type a ‘19’ on the selection line (ID#/Caseload
Maintenance), press enter.

CCSUPPORT Corrections Information Syst ems 11:18:33
MCCARTHY CC Support Menu 8/24/05
Select one of the following:

13. W/W Sanctions 1
14. Offender Remarks (old CF9) |
15. PSI Menu 1
16. W/W Supervision Fees H
17. Kardex/Face Sheet Print Option |
18. Employee Maintenance Changes |
19. | D#/ Casel oad Mai nt enance '
20. W/W Red Tags H
21. W/W Housing History 1
22. W/W Caseloads 1
23. CC Reports Menu H
|

24. Office Calendar H

More...
Selection: Job:

F3=Exit F4=Prompt F10=Movetotop F11=Men ubar F12=Previous menu

Step 2 - This will take you to the ‘ID#/Caseload Maintenance’ Screen. Type a ‘1’ on the
selection line (Change ID #), press enter.

CCSIDCASEL Corrections Information Syst ems 11:21:06
MCCARTHY ID#/Caseload Maintenanc e 8/24/05
Select one of the following:

1. Change | D# 1
2. Multiple Caseload Changes |
I

I
80. Return to regional menu H
90. End pass through '

Bottom
Selection: Job:
F3=Exit F4=Prompt F10=Move totop F11=Men u bar F12=Previous menu
OPS 12 — Miscellaneous Data Entry 1
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Step 3 - This will take you to the ‘Offender Data Change Utility’ Screen. Type in the
offender’s block # or use the F4=Prompt to access the Offender Name Search screen,
select offender and press enter, this will bring offender to screen.

OPS219I Corrections Information Syst ems 11:28:18
MCCARTHY Offender Data Change Util ity 8/24/05
Offender...... 1234567 TEST, OFFENDER

Location...... LANE Lane County Community Correct ions

Status........ Probation

DOB........... 1/04/1967

Enter data to be changed:

I D Nunber/SID...... 70303834
Admit Reason....... NEWCASE

F3=Exit FA=Prompt F5=Refresh F11=Menu bar F12= Cancel

Step 4 - At the highlighted ‘ID Number/SID’ field, type the new SID # over the existing
block #, do a screen print to send to Central Records, and press enter. The ID number

is now changed throughout OPS and the block number has automatically been added to
the ‘Other Numbers’ screen. Press F3 twice to exit.

Note: If documents were sent to Central Records under the Block number, inform
them of the change to SID number.

Step 5 — From Main Menu, type a ‘17’ on selection line (Kardex/Face Sheet Print
Option), press enter, this will take you to the ‘Offender Print’ screen. On ‘Offender Print’
screen, type offender’s SID # on ‘Offender’ field or use F4=Prompt to access the
Offender Name Search screen, select offender and press enter, this will bring offender
to screen. Put a 5 on option line, press enter, this will print new Kardex.

Step 6 — Go to WebLEDS to enter an EPR (refer to EPR Steps) on the offender.

Step 7 - Per your county policy the file label needs to be updated with SID# or a new
label typed.

OPS 12 — Miscellaneous Data Entry 2
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12.2 OFFENSES, COPYING

Stepl — Go to your ‘Work with Offenses’ screen, enter the offenders SID #, press enter
this will bring the offender to the screen.

OPS230I

Corrections Information Systems (TEST) 9:48:48
MCCARTHY

Work with Offenses 9/13/05

Offender: 1234567
Status: Probation

Test, Offender

Record key:
UMAP Umatilla/Morro

w CCC - Pendleto

(@) ISC migr date...
Enter option... C ustody cycle.... 1
2=Change 3=Copy offense 4=Delete 5=Display
7=Add sentence 8=Conditions 9=Custody units 17=Add LC
OFF# DOCKET CNTY ORS ABBREV O RS NUMBER SG SANC SGDO
CS Type Begin date Length M axdate  Term date Code
01 03CF016/01 MORR THEFT | 1 64.055 Y Y
00 PFPR  07/17/2003 002-000-000 O 7/16/2005
Bottom
F3=Exit F6=Add docket F7=Facesheet F8=N otes  F10=Print Options

F11=Menu bar F12=Cancel F14=Recalculate F20=

Add Local F24=More keys...

Step 2 — On ‘Work with Offenses’ screen, tab down to the correct offense line, put a
‘3=copy offense’ on the line, press enter, a window will appear. Tab down to the New
Court Case Number field and enter the new docket number and count #, press enter.

OPS230I Corrections Information Systems (TEST) 9:48:48
MCCARTHY Work with Offenses 9/13/05
Offender: 1234567 Test, Offender Record key:
Status: Probation UMAP Umatilla/Morro w CCC - Pendleto

(@) ISC migr date...

Enter option...

2=Change 3=Copy offense : Change Court Case Number

7=Add sentence 8=Conditions 9=: Offender... 1234567

OFF# DOCKET CNTY :Name....... TEST, OFFENDER
CS Type Begin date : :

3 01 03CF016/ 01 MORR : Present Court Case #.. 03CF016/0 1
00 PFPR  07/17/2003 New Court Case #...... 03CF016/ 03

: Court Case # Cnty Judge Status :
MORR :

: 03CF016/01

F3=Exit F6=Add ddcket F7=Fac : F3=Exit F5
F11=Menu bar F12=Cancel F1l4=Re:

Bottom :

=Refresh F12=Cancel

This will return you to the ‘Work with Offenses’ screen and the new offense line will
appear and you will get the message ‘offense and sentence copied'.
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OPS230I Corrections Information Systems (TEST) 9:52:26
MCCARTHY Work with Offenses 9/13/05
Offender: 1234567 Test, Offender Record key:
Status: Probation UMAP Umatilla/Morro w CCC - Pendleto
DNA Collection Required (0] ISC migr date...
Enter option... C ustody cycle.... 1
2=Change 3=Copy offense 4=Delete 5=Display
7=Add sentence 8=Conditions 9=Custody units 17=Add LC
OFF# DOCKET CNTY ORS ABBREV O RS NUMBER SG SANC SGDO
CS Type Begin date Length M axdate  Term date Code
01 03CF016/01 MORR THEFT | 1 64.055 Y Y
00 PFPR  07/17/2003 002-000-000 O 7/16/2005
02 03CF016/03 MORR THEFT | 1 64.055 Y Y
00 PFPR 07/17/2003 002-000-000 O 7/16/2005
Bottom
F3=Exit F6=Add docket F7=Facesheet F8=N otes  F10=Print Options
F11=Menu bar F12=Cancel F14=Recalculate F20= Add Local F24=More keys...

Offense and Sentence(s) copied.

Step 3 — Change any data that needs to be changed, i.e. Length of supervision, offense,
etc., by putting a ‘2=change’ on the appropriate offense line, press enter. This will take
you to the ‘Docket and Offense Description’ screen where you can make the
appropriate changes. Press enter to update the screen.

OPS236l Corrections Information Systems (TEST) 9:58:28

MCCARTHY Docket and Offense Descrip tion 9/13/05
CHANGE

Offender............ 1234567 TEST, OFFENDER

Status.............. Probation UMAP Umatilla/Mo rrow CCC - Pendleton

Docket#/County...... 03CF016/03 MORR

ORS nunber.......... 164. 057 THEFT AGGR THEFT | AGGRAVATED
Sent guide (Y/N)...Y Crime Class/Severity BF 405
Felony=Misdemeanor.. N

Inchoate/ORS........

Crime seriousness... 4 Crimi nal history.... H

Sentencing judge.... WALLACE

Defense counsel..... BENDIXSEN

District attorney... BALLARD DA ca se number......
Crime date.......... Arres t date.........
Convicted date...... 7/17/2003

F3=Exit F4=Prompt F5=Refresh F6=Add Sent ence F8=Add counts
F11=Menu Bar F12=Cancel

Step 4 - Press enter to return to the ‘Work with Offenses’ screen. Verify that your
changes are correct.

Step 5 — Press ‘F10=Print’ to print kardex. ‘F3=Exit’ to return to Main menu.

OPS 12 — Miscellaneous Data Entry 4
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12.3 CONDITIONS, COPYING

Step 1 — Go to your ‘Work with Offenses’ Screen, enter the offenders SID #, press enter

this will bring the offender to the screen.

OPS230I
MCCARTHY

Corrections Information Systems
Work with Offenses

Offender: 1234567 Test, Offender
Status: Probation MTCB Multnomah Redu
O

Enter option... C

2=Change 3=Copy offense 4=Delete

7=Add sentence 8=Conditions 9=Custody units

OFF# DOCKET CNTY ORS ABBREV O
CS Type Begin date Length M

8 01 011002805/ 01 WA BURG |
00 P FPRC 04/05/2001 004-000-000 O

164.225

F3=Exit F6=Add docket F7=Facesheet F8=N
F11=Menu bar F12=Cancel F14=Recalculate F20=

(TEST) 9:45:02
9/14/05

Record key:
ced Supervision
ISC migr date...
ustody cycle.... 2
5=Display
17=Add LC
RS NUMBER SG SANC SGDO
axdate  Term date Code
Y
4/04/2005

Bottom
otes  F10=Print Options
Add Local F24=More keys...

Step 2 — On ‘Work with Offenses’ Screen, tab down to correct offense line (if docket #
not found, use any docket # to get to conditions screen), put an ‘8=conditions’ on line,
press enter. This will take you to the ‘Work with Conditions’ Screen.

OPS208I Corrections Information Systems
MCCARTHY Work With Conditions
Offender.......... 1234567 TEST, OFFENDER
Status............ Probation MTCB Multnomah Re

Court case number. 011002805/01 WA Judge.......

Enter option...
2=Change 4=Delete 5=Display 8=Payment Entr

Opt Code Type Description
ADCO PROBATION ALCOHOL/DRUG EVAL/T
ANGR PROBATION ANGER CONTROL COUNS
COFO PROBATION COURT ORDERD FINANC
CONC PROBATION OTHER COUNSELING
MHTX PROBATION MENTAL HEALTH EVAL/
NALC PROBATION NO ALCOHOL
NCVI PROBATION NO CONTACT VICTIM
NDRG PROBATION NO DRUGS/DRUG PARAP
NOAC PROBATION NO ASSN W/KNOWN CRI
NOAD PROBATION NO ASSN W/DRUG USER

F3=Exit F4=Prompt F5=Refresh F11=Menu bar F12=

F16=Revi ew copy all conditions F17=Add conditions

(TEST) 9:48:15
9/14/05

duced Supervision Team
WOOLARD

Trk Txt Compl
REAT-GC04 N
ELING N
E OBL -GC01 Y

N Y
TX(GC15) Y

N

N Y
HERNAL-GC02 N
MINAL N
S N

More...
Cancel F13=Repeat

F18=Expired conditions

Step 3 — On the ‘Work with Conditions’ Screen, press ‘F16=Review/Copy All Conditions’
(Shift F4), this will take you to the ‘Review/Copy Offender Conditions’ Screen.

OPS 12 — Miscellaneous Data Entry
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OPS5261 Corrections Information Systems
MCCARTHY Review/Copy Offender Condit
Offender.......... 1234567 TEST, OFFENDER
Status............ Probation MTCB Multhomah Re
Court case number. WA Judge.......
Enter option... Positi

3=Copy 4=Delete
Opt Code Type Description

ADCO PROBATION ALCOHOL/DRUG EVAL/TREAT-GC04
ANGR PROBATION ANGER CONTROL COUNSELING
COFO PROBATION COURT ORDERD FINANCE OBL -GC
CONC PROBATION OTHER COUNSELING

MHTX PROBATION MENTAL HEALTH EVAL/TX (GC15)
NALC PROBATION NO ALCOHOL

NCVI PROBATION NO CONTACT VICTIM

NDRG PROBATION NO DRUGS/DRUG PARAPHERNAL-GC
NOAC PROBATION NO ASSN W/KNOWN CRIMINAL

NOAD PROBATION NO ASSN W/DRUG USERS

F3=Exit F4=Prompt F5=Refresh
F12=Cancel F17=Review Selected Condi

(TEST)
ions

9:51:03
9/14/05

duced Supervision Team

Status CC Court Case #
Probation 011002805/01
Probation 011002805/01

01 Probation 011002805/01
Probation 011002805/01
Probation 011002805/01
Probation 011002805/01
Probation 011002805/01

02 Probation 011002805/01
Probation 011002805/01
Probation 011002805/01

More...

tions

On that screen page down until you find the conditions with the same Court case # in
guestion. If the docket # is on the ‘Work with Offenses’ Screen, then put a ‘3=copy’
beside each condition, press enter. This will bring up the ‘Docket # Select’ window. Put
your cursor beside the correct docket #, press enter. This will copy the condition to the

correct docket #.

OPS526I Corrections Information Systems
MCCARTHY Review/Copy Offender Condit
Offender.......... 1234567 TEST, OFFENDER
Status............ Probation MTCB Multnomah Re
Court case number. WA Judge.......
Enter option... Positi
3=Copy
Opt Code Docket Number Select
ADCO
3 ANGR Offender: 1234567 Test, Offender
3 COFO
CONC Number Cnty Judge
MHTX 011002805/01 WA
3 NALC 981017805 WA
3 NCvI
NDRG
3 NOAC
NOAD
F3=Exit = F12=Cancel
F12=Cancel

(TEST)
ions

9:51:03
9/14/05

duced Supervision Team

CC Court Case #
on 011002805/01
on 011002805/01
on 011002805/01
on 011002805/01
PR on 011002805/01
DI on 011002805/01
on 011002805/01
on 011002805/01
on 011002805/01
on 011002805/01
Bottom More...

Sts

Note : If the docket # does not exist on the ‘Work with Offenses’ Screen on any
supervision cycle, then put a ‘4=delete’ on the line beside the condition and press enter.
This will delete the condition. If you get an error message that the condition is already
attached to the docket #, just put a ‘4=delete’ by condition with the ‘unknown’ status,
press enter to delete. F3 to exit.
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12.4 OFFENSES, RE-SEQUENCING

Note: Never resequence offenses of a person that has | lines without getting permission
form OISC first

Step 1 — Go to your ‘Work with Offenses’ Screen, enter the offenders SID #, press

enter, this will bring the offender to the screen. To see the option for re-sequencing
offenses, press ‘F24=More keys’ (Shift F12).

CS Type Begin date Length M
04 03CR0832/02 JOSE ENDAN MIN 1
00 PMPR  07/22/2004 000-018-000 O
05 0215CR32/01 MARI MURDER 1
00 PFPR  10/12/2003 005-000-000 1

OFF# DOCKET CNTY ORS ABBREV O

F13=Autochange F15=Post Supv Ovrr F16=Histo
F18=Resequence F20=Add Local Docket F21=Trans Leave

OPS230I Corrections Information Systems (TEST) 9:14:54
MCCARTHY Work with Offenses 9/23/05
Offender: 1234567 Test, Offender Record key:
Status: Probation JOSE Josephine Coun ty Community Cor
DNA Collection Required (@) ISC migr date...

Enter option... C ustody cycle.... 2

2=Change 3=Copy offense 4=Delete 5=Display

7=Add sentence 8=Conditions 9=Custody units 17=Add LC

RS NUMBER SG SANC SGDO
axdate Term date Code
63.575 N Y

1/21/2006

63.115 Y Y

0/11/2008

Bottom
ry F17=Earned time
F24=Nor e keys. ..

Step 2 - Press ‘F18=resequence’ (Shift F6) this will take you to the ‘Work with

Sentence/Re-sequencing’ screen.

OPS232I Corrections Information Systems

MCCARTHY Work with Sentences/Reseque

Offender: 1234567 TEST, OFFENDER
Status: Probation JOSE Josephine County Co

Enter option...
Change offense number by typing over current.

Off# Typ CS Docket# SG Crime  Begin date
01 P 95CR1097/01 Y DEL/MAN BF 9/30/1997
| 12/02/1999
(6] 7/12/2001
02 L PPSVSANC Y PPSV SANC 4/30/2004
03 P 03CR0832/01 Y POS SUB CF 7/22/2004
04 P 03CR0832/02 N ENDAN MIN 7/22/2004
05 P 0215CR32/01 Y MURDER 10/12/2003

F3=EXxit F5=Refresh F7=Facesheet
F11=Menu bar F12=Cancel

(TEST) 9:21:04
ncing 9/23/05

mmunity Corrections

Length  Term date Code
003-000-000 11/29/1999 VIOL
000-024-000 7/12/2001 POST
003-000-000 11/25/2004 EXPI
000-000-120 8/10/2004 EXPI
000-018-000

000-018-000

005-000-000

Bottom
F10=Print

Step 3 — To change the offense number you will need to type over the current offense
number. If the offense number is currently being used, you will need to change that

OPS 12 — Miscellaneous Data Entry 7
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offense number first as the system does not allow us to have two offense numbers that
are the same. After you have changed the offense numbers, press enter.

OPS232] Corrections Information Systems
MCCARTHY Work with Sentences/Reseque

Offender: 1234567 TEST, OFFENDER
Status: Probation JOSE Josephine County Co

Enter option...
Change offense number by typing over current.

Off# Typ CS Docket# SG Crime  Begin date
01 P 95CR1097/01 Y DEL/MAN BF 9/30/1997

(TEST) 9:21:04
ncing 9/23/05

mmunity Corrections

Length  Term date Code
003-000-000 11/29/1999 VIOL

Offender: 1234567 TEST, OFFENDER
Status: Probation JOSE Josephine County Co

Enter option...
Change offense number by typing over current.

Off# Typ CS Docket# SG Crime  Begin date
01 P 95CR1097/01 Y DEL/MAN BF 9/30/1997

F11=Menu bar F12=Cancel
O fense resequenced.

| 12/02/1999 000-024-000 7/12/2001 POST
(e} 7/12/2001 003-000-000 11/25/2004 EXPI
02 L PPSVSANC Y PPSV SANC 4/30/2004 000-000-120 8/10/2004 EXPI
06 P 03CR0832/01 Y PCs SUB CF 7/22/2004 000-018-000
07 P 03CR0832/02 N ENDAN M N 000- 018-000
05 P 0215CR32/01 Y MURDER 10/12/2003 005-000-000
Bottom
F3=Exit F5=Refresh  F7=Facesheet F10=Print
F11=Menu bar F12=Cancel
OPS232I Corrections Information Systems (TEST) 9:24:38
MCCARTHY Work with Sentences/Reseque ncing 9/23/05

mmunity Corrections

Length  Term date Code
003-000-000 11/29/1999 VIOL

| 12/02/1999 000-024-000 7/12/2001 POST
O 7/12/2001 003-000-000 11/25/2004 EXPI
02 L PPSVSANC Y PPSV SANC 4/30/2004 000-000-120 8/10/2004 EXPI
05 P 0215CR32/01 Y MJURDER 10/ 12/ 2003 005- 000- 000
06 P 03CR0832/01 Y PCs SUB CF 7/22/2004 000-018-000
07 P 03CR0832/02 N ENDAN M N 7/ 22/ 2004 000-018-000
Bottom
F3=EXxit F5=Refresh F7=Facesheet F10=Print

OPS 12 — Miscellaneous Data Entry
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OPS232]
MCCARTHY

Corrections Information Systems
Work with Sentences/Reseque

Offender: 1234567 TEST, OFFENDER
Status: Probation JOSE Josephine County Co

Enter option...
Change offense number by typing over current.

9:26:13
9/23/05

(TEST)
ncing

mmunity Corrections

Length  Term date Code

003-000-000 11/29/1999 VIOL
000-024-000 7/12/2001 POST
003-000-000 11/25/2004 EXPI

000-000-120 8/10/2004 EXPI

10/ 12/ 2003 005- 000- 000

7/ 22/ 2004 000-018-000

Bottom

Off# Typ CS Docket# SG Crime  Begin date

01 P 95CR1097/01 Y DEL/MAN BF 9/30/1997
| 12/02/1999
(e} 7/12/2001

02 L PPSVSANC Y PPSV SANC 4/30/2004
03 P 0215CR32/01 Y MJRDER
04 P 03CR0832/01 Y POs SUB CF 7/22/2004 000-018-000
05 P 03CR0832/02 N ENDAN M N

F3=Exit F5=Refresh  F7=Facesheet

F11=Menu bar F12=Cancel
O fense resequenced.

F10=Print

This will re-sequence the offenses and you will get a message ‘Offense resequenced’.
Press enter to return to ‘Work with Offense’ Screen to view the changes.

OPS230I Corrections Information Systems (TEST) 9:28:20
MCCARTHY Work with Offenses 9/23/05
Offender: 1234567 Test, Offender Record key:
Status: Probation JOSE Josephine Coun ty Community Cor
DNA Collection Required (0] ISC migr date...
Enter option... C ustody cycle.... 2
2=Change 3=Copy offense 4=Delete 5=Display
7=Add sentence 8=Conditions 9=Custody units 17=Add LC

OFF# DOCKET CNTY ORS ABBREV O
CS Type Begin date Length M
01 95CR1097/01 JOSE DEL/MAN BF 4
00 PFPR  09/30/1997 003-000-000 O
00 IF 12/02/1999 000-024-000 1
00 OFPO  07/12/2001 003-000-000 1
02 PPSVSANC PPSV SANC 1
00 L 04/30/2004 000-000-120 O

03 0215CR32/01 MARI MURDER
00 P FPR 10/ 12/ 2003 005- 000- 000
04 03CR0832/01 JOSE PCS SUB CF
00 P FPR 07/22/2004  000-018- 000
05 03CR0832/02 JOSE ENDAN M N
00 P MPR 07/ 22/ 2004 000- 018-000
F13=Autochange F15=Post Supv Ovrr  F16=Histo

F18=Resequence F20=Add Local Docket F21=Trans

RS NUMBER SG SANC SGDO
axdate Term date Code
75.99201B Y Y

9/29/2000 11/29/1999 VIOL
0/29/2001 07/12/2001 POST
1/25/2004 11/25/2004 EXPI

44.108 Y N
8/10/2004 08/10/2004 EXPI
163. 115 Y Y

10/ 11/ 2008
475.992 04B Y Y
01/ 21/ 2006
163. 575 N Y
01/ 21/ 2006

Bottom
ry F17=Earned time
Leave F24=More keys..
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12.5 CONDITIONS TABLE, RE-SEQUENCING
Note: This will resequence the condition table for all staff at your location

Step 1 — From the ‘Work with Offenses’ Screen, enter the SID # of any offender on
‘offender line’, press enter, this will bring the offender’s offenses to the screen.

OPS230I Corrections Information Systems (TEST) 8:49:23
MCCARTHY Work with Offenses 9/23/05
Offender: 1234567 Test, Offender Record key:
Status: Probation DOUG Douglas County Community Corre
(@) ISC migr date...
Enter option... C ustody cycle.... 1
2=Change 3=Copy offense 4=Delete 5=Display

7=Add sentence
OFF# DOCKET CNTY ORS ABBREV O
CS Type Begin date Length M
8 01 03CR1732FE/ 1 DOUG
00 PFPR  11/20/2003 000-018-000 O

F3=Exit F6=Add docket F7=Facesheet F8=N
F11=Menu bar F12=Cancel F14=Recalculate F20=

PGS SUB CF

8=Condi ti ons 9=Custody units 17=Add LC
RS NUMBER SG SANC SGDO
axdate Term date Code

475.992 04B Y Y

5/19/2005

Bottom
otes  F10=Print Options

Add Local F24=More keys...

Step 2 — Type an ‘8=conditions’ on the option line by the offense, press enter, this will

take you to the ‘Work with Conditions’ Screen.

OPS208I Corrections Information Systems (TEST) 8:52:31
MCCARTHY Work With Conditions 9/23/05
Offender.......... 1234567 TEST, OFFENDER

Status............ Probation DOUG Douglas Coun ty Community Corrections

Court case number. 03CR1732FE/1 DOUG Judge.......

Enter option...
2=Change 4=Delete 5=Display 8=Payment Entr

MILLIKAN, ROBERT

Opt Code Type Description Trk Txt Compl
ADCO PROBATION ALCOHOL/DRUG EVAL/T REAT-GC04 N
BODY PROBATION BODY SUBSTANCE/DNA TEST N Y
BREA PROBATION BREATHALYZER TEST ( GCO03) N
JAIL PROBATION JAIL DAYS Y Y
NALC PROBATION NO ALCOHOL N
NDRG PROBATION NO DRUGS/DRUG PARAP HERNAL-GC02 N
NOAD PROBATION NO ASSN W/DRUG USER S N
NOED PROBATION NO ENTRY DRUGS KEPT /SOLD N
OTHR PROBATION OTHER N Y
OTH1 PROBATION OTHER CONDITION N Y

More...

F3=Exit FA=Prompt F5=Refresh F11=Menu bar F12=
F16=Review/copy all conditions F17=Add conditions

Cancel F13=Repeat
F18=Expired conditions

Step 3 — From the ‘W with Conditions’ Screen use your menu bar F11-4-S, this will take

you to the ‘Work With Field Condition Sequence’ Screen

OPS 12 — Miscellaneous Data Entry 10
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TBL238I Corrections Information Systems (TEST) 8:54:42
MCCARTHY Work with Field Condition Se quence 9/23/05
Location. . MTEA Multhomah East Office CHANGE
Enter option... Position to Seq# . . 103
2=Change 3=Copy 5=Display

Seq Code Type Description

50 SC1 PARO/POST SUBMIT TO Mental Health Eval

50 SC2 PARO/POST Psych Medication Monito ring

50 SC3 PARO/POST No Contact with Minor F emales

50 SC4 PARO/POST No Contact with Minor M ales

50 SC5 PARO/POST S/O Polygraph Test

50 SC6 PARO/POST Sex Offender Treatment Program

50 SC7 PARO/POST Court Ordered Restituti on

50 SC8 PARO/POST Sex Offender Notificati on

55 SC9 PARO/POST No Intoxicating Beverag es

60 SC10 PARO/POST Other Conditions as Lis ted

60 SC11 PARO/POST No Contact with Listed People

More...

F3=Exit F4=Prompt F5=Refresh F6=Create F10 =Print F11=Menu bar
F12=Cancel F13=Repeat F17=Subset

Step 4 — Tab down to the condition you want to re-sequence or if you know the number
of the condition you want to re-sequence, type that number in the ‘Position to Seq #’
Field, press enter to take you to the condition.

Step 5 — Put a ‘2=change’ on the option line beside the condition you want to re-
sequence, press enter. If you have more than one condition to re-sequence, put a
‘2=change’ beside each condition, then press enter. This will allow you to re-sequence
the conditions without having to go back and forth.

TBL238I Corrections Information Systems (TEST) 8:58:07
MCCARTHY Work with Field Condition Se quence 9/23/05
Location. . MTEA Multnomah East Office CHANGE

Enter option... Position to Se g#. . .
2=Change 3=Copy 5=Display

Seq Code Type Description
700 OTHE PROBATION OTHER CONDITION
700 OTH3 PROBATION OTHER CONDITION
700 OTH4 PROBATION OTHER CONDITION
700 PENT PROBATION PENITENTIARY/JAIL TOUR
700 PRG1 PROBATION PROGRAM
700 PRG2 PROBATION PROGRAM
700 PRG3 PROBATION PROGRAM
2 700 VLSP PROBATION  VEH CLE LI CENSE SUSP/ REVK

900 GCO1 GENERAL PAY COURT ORDERED FEES, FINES
900 GCO02 GENERAL NO USE OR POSSESS CONTR OL SUBS
900 GCO03 GENERAL SUBMIT TO BREATH/URINE TESTS
More...
F3=Exit F4=Prompt F5=Refresh F6=Create F10 =Print F11=Menu bar
F12=Cancel F13=Repeat F17=Subset
OPS 12 — Miscellaneous Data Entry 11

Conditions, Re-Sequencing Last Revised on: 5/31/13




Offender Profile System (OPS) Training Manual

This will take you to the ‘Condition Sequence’ Screen, tab to the ‘New Sequence No.’
Field and type in the new number you want the condition to be, press enter, this will re-
sequence the condition and you will receive the message ‘record updated’. If you have
multiple conditions to re-sequence, each time you hit enter it will take you to the next
condition if you put a ‘2=change’ by more than one condition. Press ‘F3’ to exit.

TBL239I Corrections Information Systems
MCCARTHY Condition Sequence

Location code. . . . MTEA Multnomah East Office
Condition Code . . . VLSP VEHICLE LICENSE SUSP/RE

New Sequence No. . . 700

F3=Exit F4=Prompt F5=Refresh
F11=Menu bar F12=Cancel Fl14=Delete

(TEST) 9:01:06
9/23/05
CHANGE

VK PROBATION

TBL239I Corrections Information Systems
MCCARTHY Condition Sequence

Location code. .. . MTEA Multhomah East Office
Condition Code . .. VLSP VEHICLE LICENSE SUSP/RE

New Sequence No. . . 110

F3=Exit F4=Prompt F5=Refresh
F11=Menu bar F12=Cancel Fl14=Delete
VLSP record updat ed.

(TEST) 9:03:05
9/23/05
CHANGE

VK PROBATION

OPS 12 — Miscellaneous Data Entry
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12.6 MULTIPLE CASELOAD CHANGES

THIS WOULD BE DONE IF YOU WERE CHANGING AN ENTIRE CASELOAD TO
ANOTHER CASELOAD.

To Change Entire Caseload:

Step 1 — From the Main Menu, type a ‘19=ID#/Caseload Maintenance’ on the selection
line, press enter. This will take you to the ‘ID#/Caseload Maintenance’ menu.

CCSIDCASEL Corrections Information Systems (TEST) 10:11:12
MCCARTHY ID#/Caseload Maintenanc e 9/14/05
Select one of the following:
1. Change ID# H
2. Miultiple Casel oad Changes |
I
I
80. Return to regional menu H
90. End pass through '
i
I
|
I
I
|
I
|
I
I
|
I
I
|
|
Bottom
Sel ection: 2 Job:
F3=Exit F4=Prompt F10=Move totop F11=Men u bar F12=Previous menu

Step 2 — Put a ‘2=Multiple Caseload Changes’ on the selection line and press enter, this
will take you to the ‘Multiple Caseload Change’ screen. Fill in the current caseload #
that you want to change, press enter. Fill in the new caseload # and then press
‘F6=Entire Caseload’; or if you don’t want to include absconded offenders you would
press ‘F7=Entire Caseload w/o Absc'.

OPS269I Corrections Information Systems (TEST) 10:17:11
MCCARTHY Multiple Caseload Change( s) 9/14/05
Current Casel oad: 3302 BROW, LI NDA
New Casel oad: 3310 Position to.
1=Select Total caseload.. 010
Total changed... 000
Offender Name Loca Status IDNO
TEST, OFFENDER MTEA Post Pr ison 1234567
TEST, OFFENDER A MTEA Post Pr ison 1234567A
TEST, OFFENDER B MTEA Post Pr ison 1234567B
TEST, OFFENDER C MTEA Post Pr ison 1234567C
TEST, OFFENDER D MTEA Post Pr ison 1234567D
TEST, OFFENDER E MTEA Probati on(ABSC) 1234567E
TEST, OFFENDER F MTEA Probati on 1234567F
More...
F3=Exit F5=Refresh F6=Entire Casel oad F7=Entire WO ABSC
F10=Print F12=Cancel
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To Change More Than One Offender From One Caseload to Another:
Stepl — Follow step 1 above.

Step 2 — Put a '2=Multiple Caseload Changes’ on the selection line and press enter, this
will take you to the ‘Multiple Caseload Change’ screen. Fill in the current caseload #
that you want to change, press enter. Put a ‘1=select’ on the selection line of all
offenders you want to change from the current caseload to another caseload, enter the
new caseload # and then press enter to process changes. F3 twice to return to Main
Menu.

OPS269I Corrections Information Systems (TEST) 10:17:11
MCCARTHY Multiple Caseload Change( S) 9/14/05
Current Caseload: 3302 BROWN,LINDA
New Caseload: 3310 P osition to.
1=Select Total caseload.. 010

Total changed... 000
Offender Name Loca Status IDNO

1 TEST, OFFENDER JOHN MTEA Post Pr ison

1 TEST, OFFENDER JOSEPH MTEA Post Pr ison
TEST, OFFENDER DUANE MTEA Post Pr ison

1 TEST, OFFENDER CHARLES MTEA Post Pr ison
TEST, OFFENDER JAY MTEA Post Pr ison

1 TEST, OFFENDER M MTEA Probati on(ABSC)
TEST, OFFENDER OMAR MTEA Probati on(ABSC)

1 TEST, OFFENDER ORAN MTEA Post Pr ison 12345
1 TEST, OFFENDER MTEA Post(AB SC)

1 TEST, OFFENDER CHARLES MTEA Probati on

More
F3=Exit F5=Refresh F6=Entire Caseload F7= Entire W/O ABSC

F10=Print F12=Cancel
To process change need valid new caseload entered. +
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12.7 DUPLICATE DOCKET # WITH SAME COUNT #'S

Note: This typically is only needed on older institution cases before the rule that the
docket numbers could not be duplicated was implemented in DOC

Step 1 — From your Main Menu, type a ‘5’ on the selection line. This will take you to the

‘Work With Offenses’ screen.

CCSUPPORT
MCCARTHY
Select one of the following:

Corrections Information Syst
CC Support Menu

1. Offender Information 1
2. LEDS |

. Admissions 1
. CC Release Process 1
5. CC Court Orders Process H
6. CC Support Data Entry/Update H
7. CC EPR Process
8. CC Abscond Return Process 1
9. CC Transfer Process '
10. CC Change Prlmary Caseload 1

~ow

11. W/W Risk Assessments H
12. W/W Sex Offender Assessments |
More...
Selection: Job:

F3=Exit F4=Prompt F10=Move totop F11=Men

ems 12:56:15
8/24/05

u bar F12=Previous menu

Step 2 — Enter the SID # of the offender in question, press enter. This will bring the

offender’s information to the ‘Work With Offenses’ screen.

OPS230I Corrections Information Syst ems 13:00:14
MCCARTHY Work with Offenses 8/24/05
Offender: 1234567 Test, Offender Record key:
Status: PostPrison/BRD MTGN Multnomah Gang Unit
DNA Collected O ISC migr date...

Enter option... C ustody cycle.... 1

2=Change 3=Copy offense 4=Delete 5=Display

7=Add sentence 8=Conditions 9=Custody units 17=Add LC

OFF# DOCKET CNTY ORS ABBREV O
CS Type Begin date Length M
01 920230864 MULT ROBB | 1
00 IF 05/26/1992 000-037-000 0O
00 OFPO  08/19/1994 000-036-000 O
02 920230864 MULT UNUSEVEH 1
00 PFPR 05/22/1992 000-018-000 1
03 970533816/01 MULT ROBB | 1
00 IF 10/31/1997 000-090-000 1
00 OFPO  11/08/2004 000-036-000 1

F3=EXxit F6=Add docket F7=Facesheet *F8=N
F11=Menu bar F12=Cancel F14=Recalculate F20=

RS NUMBER SG SANC SGDO
axdate  Term date Code
64.415 Y Y

3/12/1995 08/19/1994 POST
8/18/1997 08/18/1997 EXPI
64.135 Y Y

1/21/1993 11/21/1993 EXPI
64.415 Y Y

1/08/2004 11/08/2004 POST
1/07/2007

More...
otes  F10=Print Options
Add Local F24=More keys...
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Step 3 - Go to the offense number in question, put a ‘2=change’ on the selection line,
and press enter. This will take you to the ‘Docket and Offense Description’ screen.

OPS236l Corrections Information Syst ems 13:03:15

MCCARTHY Docket and Offense Descrip tion 8/24/05
CHANGE

Offender............ 1234567 TEST, OFFENDER

Status.............. PostPrison  MTGN Multnomah G ang Unit

Docket#/County...... 970533816/01 MULT

Sanction status..... SANC
Offense number...... 03

ORS number.......... 164.415 ROBBI| ROBBE RY |

Sent guide (Y/N)...Y Crime Class/Severity AF 150
Felony=Misdemeanor.. N

Inchoate/ORS........

Crime seriousness... 9 Crimi nal history.... C

Sentencing judge.... FRANKEL

Defense counsel..... WATT

District attorney... EDMONDS DA ca se number
Crime date.......... 5/12/1997 Arres t date
Convicted date...... 10/29/1997

F3=Exit F4=Prompt F5=Refresh F6=Add Sent ence F8=Add counts
F11=Menu Bar F12=Cancel

Step 4 - Remove the count number by back spacing over the existing count number,
press enter. Press enter again to return to the ‘Work With Offenses’ screen.

Step 5 — Go back into the offense line, following step 3 above and do an F8 (add
counts), this will add the count #'s in sequence. If the count #s don’t match Court
Order, follow step 3 above to enter the correct count number, press enter to make
change(s).
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12.8 OFFENDER’S STATUS, TO CHANGE OR CORRECT

12.8.1 Legal Status Change — Higher to Lower Status : To be used when offenses
added or closed.

Examples: Parole and/or Post Prison offenses are being closed to DISC or EXPI,
and offender still has active Probation offenses.

Once you close the Parole and/or Post Prison offense lines and have only open
Probation lines remaining, the following message will appear at the bottom of the
Work With Offenses screen: “Status does not match offenses. Correct offenses or
F13=change status.”

Use the F13=change status function. On the Auto Release and Admit window, enter
the date/time the status change occurred (i.e. the date the Parole and/or Post Prison
offenses closed), and press <Enter>. Do NOT use this window to “correct” the
status.

12.8.2 Legal Status Change — Lower to Higher Status : Use either the F13=change
status function or Release Process.

Examples: Changing status from LV to PA, PO, or PS. Changing status from SL to
PA, PO, or PS. Changing status from PR to PA (new Compact Parole added to
existing probation case).

Add the new “O” line (for Post Prison) or the new “I” line (for Compact Parole). The
following message will appear at the bottom of the Work With Offenses screen:
“Status does not match offenses. Correct offenses or F13=change status.”
NOTE: No changes are made to an existing Oregon Parole offense line.

Press F13=Change Status or Go to the CC Release Pro cess from your main
CCSUPPORT menu (Option 4). Verify that your offense data is correct and press
<Enter> to move to the Offense Rele ase screen. Fill in the following information:

Release date/time: Sentence begin date for the “O” line

Or
Compact begin date for Compact Parole
Release type code: POST, PARO, or POPA
Release to location: your 4-letter county code

Press <Enter> to save data, then <Enter> again to go to the Movement
History/Maintenance screen. You will see that both the Release and Admission to
the new status has been completed. DO NOT use the Admission Process.

If you have any problems with this process, check to make sure your offense data is
correct.
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12.8.3 Correcting the Status — Not a Legal Status C  hange:

Example: New offender has been admitted to status PO and should have been PA
or PS; Compact Parole has been admitted as Compact Probation.

Verify that all offense data is correct, then go to the Movement

History/Maintenance screen. Place your cursor on the “incorrect” Status line, press
F18=Change data . Tab to the New current status field and type in the correct
status. Press <Enter>.

Status should now match open offenses.

12.8.4 If Status is Still Incorrect:

Email the DOC Help Desk at helpdesk@doc.state.or.us and have a ticket submitted
to CCSUN.

NOTE: The RTP field may need to be modified after a status change has been
completed. Go to WebLEDS and run a QLW to review the EPR.
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12.9 ABSCOND WARRANTS, HOW TO CHECK
This is done per your county’s policy

Step 1 — From the Main Menu, type 23 on selection line (CC Report Menu) press enter,
this will take you to the CC Reports Menu.

CCSUPPORT Corrections Information Syst ems 7:40:57
MCCARTHY CC Support Menu 8/26/05
Select one of the following:

13. W/W Sanctions 1
14. Offender Remarks (old CF9) |
15. PSI Menu 1
16. W/W Supervision Fees i
17. Kardex/Face Sheet Print Option |
18. Employee Maintenance Changes |
19. ID#/Caseload Maintenance '
20. W/W Red Tags i
21. W/W Housing History 1
22. W/W Caseloads 1

23. CC Reports Menu '

I

24. Office Calendar H

More...
Selection: Job:

F3=Exit F4=Prompt F10=Move totop F11=Men ubar F12=Previous menu

Step 2 — Type 4 on selection line (Total Office Reports) press enter, this will take you to
the Total Office Reports menu.

CCRPTS Corrections Information Syst ems 7:43:09
MCCARTHY CC Reports Menu 8/26/05
Select one of the following:

1. Management Statistics 1
2. PPO Special Reports H
3. Structured Sanction Reports |
4. Total Ofice Reports H
5. Fee System Reports 1
|

|
80. Return to regional menu H
90. End pass through '

Bottom
Selection: Job:
F3=Exit F4=Prompt F10=Move totop F11=Men ubar F12=Previous menu
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Step 3 — Type 8 on selection line (Total Office Caseload Report), press enter. This will
take you to the ‘Total Office Caseload Report'.

CCTOTRPT Corrections Information Syst ems 9:24:55
MCCARTHY Total Office Reports 10/27/06
Select one of the following:

TOTAL OFFICE REPORTS '
|

|

. Parole/Probation Expiration |
. Parole Officer Listing 1
. Expected Arr/Rel Not Admitted |
. Temporary SID Number Report |
Alpha Office List H
. PA/LV Released to Office/Cnty |
. Parole Officer Caseload Report |

8. Total Ofice Casel oad Report |
9. Parole Officer Data Sheet |
10. Office Supv/Distribution Rpts |
11. Sex Offenders by Name/City/Zip |
12. DNA Report '

NOUTAWN R

More...
Selection: Job:
F3=Exit F4=Prompt F10=Move totop F11=Men ubar F12=Previous menu
CMS588BP Corrections Information Syst ems 7:47:59
MCCARTHY Total Ofice Casel oad Report 8/26/05

Type choices, press Enter.

Location. . .. .. COMM Code, F4 to prompt

Sort Order. . . .. A A= Alphabetically, S = Supervision Level

Subset by:
Current Status . . . *ALL *ALL, F4 to prompt

Qut count Reason. . . ABSC *ALL, NONE, ONLY, F4 to prompt

Major Crime Class. . *ALL *ALL, FEL, M ISD
Gender....... A A, M F, O
Race........ *ALL *ALL, race, F4 to prompt
ORS Abbreviation . . *ALL *ALL, NONE, F4 to prompt
Sentence type. ... *ALL *ALL, F4 to prompt
Sentences. . . . .. *ALL *ALL, MAJ

OR use

Research Standard. . *NO *YES, *NO
Print now. . . . . . . N Y = Now, N = Overni ght

F4=Prompt F5=Refresh F12=Cancel Enter=Print

Step 4 - Tab down to the ‘Outcount Reason’ field, type in ABSC. Tab down to the ‘Print
Now’ field, type in Y’ (to print now), press enter. Report will print showing all abscond
offenders for your office. Press F3 three times to return to Main Menu .

Step 5 — Go to WebLEDS, from the main menu, type ‘QLW’ in the ‘Go To Mask’ box,
press enter to bring up the ‘Wanted Persons — Inquiry by Name or Identifier’ screen; or if
you have added it to your ‘favorites list’, you can click on ‘QLW’ to go to the ‘Wanted
Persons — Inquiry by Name or Identifier’ screen.

OPS 12 — Miscellaneous Data Entry 20
Abscond Warrants, How to Check for Current  Last Revised on: 5/31/13




Offender Profile System (OPS) Training Manual

/3 WebLEDS - Microsoft Internet Explorer = =
File Edit Wiew Favortes Tools Help i ﬂ'
R i A iy o = . : F - 1
GBack Ted T \ﬂ @ ul | / Search T Fatarites €{| T gt 2
Address If@'} https: ffdocwebleds leds. htm j a Go | Lirks
Leds ID: (C847) S| =

User ID: (mccarthy)

printer: (Uocalpepriniery || | VY AREEd Persons - Inquiry By Name or Identifier

Yiew Responzes - [Esc Key)
‘iew Saved Responses MEE: | QLW = Inquiry by Mame or |dentifierﬂ Iessage Key
View Deleted Fiesponses ORL  [OR024075G ORI Numiber
Wiew Attachment Files A Loasi Onp lenter Reqiied:
My Favorites: [tnccarthy NAM: I Name (LastFirst M)
-Fl: Al - Adminblsg DOB: | Diate of Birth (VY YMMDL!
-F2:DLR- DMV by OLN )
-F3 DLW - DMV by OLH LNU: | LEDS Number
- F4:FEEE - Free Fotmat ; :
-F35 : QDWW - DMV by Hame S0C: l Social Becurity Humber
-F6: QH - CCH by Hame FBL: | FBIID Nusmber
- F7:QRE - Beg by Flate
-F& : OWHD - CCH by Name RNMU: | Wizcellaneous ID Mumbers ...
- F# . RR - CCH by SIDFEL
F10: W - Want by Name SID: I State ID Number
-F11:¥Q - Hit Inguiry OLM: I Operator License Number
-F12 . YR - Hit Response
- BhftFl : QFR OLS: I Operator Licenise State
- 3hftF2 : MFR
_ShAF3  YPR LIC: | Vehicle Licenise Mumber
- ShiiF4 : QLW LIS: | Vehicle License State
- SHAF3 | EN - _ILI
4 | » 1] | ¥
|.Ej Cione ’_ ’_ ’_ ’_ ﬂ%_ |“J Local intranet //_f

Step 6 — Type in Offenders SID # taken from the Total Office Caseload Report.
Note: Use name and DOB if they have a Block #

Press ‘Submit’ button to send to LEDS.
Step 7 — If profile is set to display, click on ‘Review Responses’ to see response.

Step 8 — Check response to see if warrant is still active. Make sure warrant coincides
with the cases being supervised.

If warrant is active , go to next offender and repeat above steps.

If warrant is not active, print LEDS response and check OJIN (see OJIN
instructions).

If warrant has been recalled or removed according to OJIN, print OJIN and
request order from Court.

Step 9 — Pull file from closed file area. Attach LEDS and/or OJIN showing no active
warrant and give to PO or CT in your office with note advising order was requested (or
per your county’s policy) to close to ABEX.
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NOTE: If OJIN shows that a warrant is still active but none is in LEDS, the supervising
office decides whether to ask the Court to re-establish the warrant in LEDS or to close
the file. A report should be sent to the Court either asking for the warrant to be re-
issued or that it is recommended the warrant be dismissed and the offender be
terminated. Depending upon what the Court decides, the file can either be closed to
ABEX or left closed to abscond. If no order can be received from Court, use OJIN
printout to close to ABEX, be sure to attach a copy of OJIN printout to the Closing
Summary for Central Records.

Step 10 — Make a note in the Chronos or F8 notes that OJIN was used

Step 11 — Cancel EPR if no active warrant is in effect.
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12.10 FELONY CONVICTIONS WITH MISDEMEANOR TREATMENT

There are currently three separate scenarios that involve felony convictions that are
sentenced or treated as misdemeanors. The entry procedures are listed below:

12.10.1 Scenario #1 - FMP

Conviction is for a felony with misdemeanor treatment at the time of sentencing. Use
F6=Create to access the Docket & Offense Description screen. Enter the felony ORS
number, change the Sent Guide field to “N” and change the Felony=Misdemeanor field
from “N” (Normal Sentence) to “Y” (Felony Treated as Misdemeanor). Complete entry
of remaining fields and press <Enter> to save. This will cause the sentence “Type” field
to show as FMP (Felony is Misdemeanor), and the Offender Public Information screen
will display crime class (Cls) as AM (A Misdemeanor). If appropriate, enter RTP field of
EPR as ‘FMP’. If your county still uses colored labels, label is yellow. Refer to
WebLEDS manual for more detailed instructions.

12.10.2 Scenario #2 - MFP

Conviction is for a felony with the condition that offender can request “misdemeanor
treatment upon successful completion of probation” (MSDR). After the offense

closure , if the offender successfully completes probation AND a court order has been
received reducing the felony conviction to a misdemeanor, the following steps should be
completed:

Use Option 2=Change on the first line of the closed felony offense to access the Docket
& Offense Description screen. Tab to the Felony=Misdemeanor field and change the
default “N” setting to “C” (Successful Completion). This will cause the sentence “Type”
field to change from FPR to MFP. The Offender Public Information screen will display
crime class as AM (A Misdemeanor). Refer to WebLEDS manual for EPR modification
instructions.

NOTE: EXPI, EARL, BNPB, and DISC are the only offense termination codes which
are considered “successful”.

12.10.3 Scenario #3 - MFP

Conviction is for a felony and the offender is supervised as such. If at some point
during the supervision period, a court order is received stating the offender has
“earned misdemeanor treatment”, the following steps should be completed: Use Option
2=Change on the first line of the open felony offense to access the Docket & Offense
Description screen. Tab to the Felony=Misdemeanor field and change the default “N”
setting to “E” (Earned Misdemeanor). This will cause the sentence “Type” field to
change from FPR to MFP (Misdemeanor was Felony), and the Offender Public
Information screen will display crime class (Cls) as AM (A Misdemeanor). Users should
always add a sentence note with the date of the “earned misdemeanor treatment” order,
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as there will be no other record of this date in CIS. If appropriate, modify RTP field of
EPR to MPR. Refer to WebLEDS manual for more detailed instructions.
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12.11 INDICATING MISDEMEANORS AS SANCTIONABLE

Type SANC in the sanction field on the Work with Court Orders screen. The same
process is used for felony offenders.

WHO THIS APPLIES TO: Any defendant convicted of one or more misdemeanors and
sentenced to formal probation after November 1, 2000 per your County policy.

NOTE: All counties do not sanction misdemeanor offenses; therefore we only enter this
information per your Counties policy. Check with convicting County to see if offense
should be made sanctionable nor not.

NOTE: Offenders sentenced to misdemeanor probation prior to November 1, 2000 will
not be retroactively subject to structured sanctions, unless a probation violation hearing
by the Court is held and it is so ordered.
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12.12 DESIGNATORS

The W/W Offender Designators program can be accessed using several methods:

1. On screens where the DESIGNATOR flag appears (e.g. Public Information Screen),
place the cursor on the DESIGNATOR flag and enter function key F4. This will take the
user directly to the W/W Offender Designators screen.

2. Using Information Windows (F11, 4) from some screens.

3. Option on User Menus.

Definitions of function keys available on the W/W Offender Designators screen.

F16 = Show Detall

If an offender has more than one record entered for a particular designator, a "+" will
display on the far right side of the screen for that designator. Upon entry of F16, the
additional records for the designator will display.

F17 = Subset

To display discontinued designator records the user enters F17, which provides the
subset selection screen. On the subset selection screen, the user changes the field
titled, "Show Discontinued Designators?" from *NO to *YES.

Example of “DESIGNATOR” flag (will flash) on Offender Public Information Screen
Example of new “W/W Offender Designators” screen

OPS501I Corrections Information Syst
MCCARTHY Offender Public Informati

Offender.. 1234567 TEST, OFFENDER Status
Location.. LINN Linn County Community Corrections

Record key.. 1764014 DOC

Age 21 DOB 3/25/1990 DNA Collected
Sex Male Race WHITE Field admissi
Height 6' Hair BROWN Maximum custo

Weight 205lbs Eyes BROWN

Caseload 6173 FILLEY,CLIFF

Supervision  HI

Court Case Cnty ORS Abbrev Cls Type Begin Date Y
10101779/01 LINN RAPE Il CF PROB 12/10/2010 0

F3=Exit F4=Prompt F5=Refresh F6=PTA Ca
F11=Menu bar F12=Cancel F17=All offenses

ems 9:59:43
on 10/25/11
. Probation

Cell.

cycles. 01-01-01

on date.. 12/10/2010
dy date.. 12/09/2013

*DESIGN/AIORI

rs-Mos-Days Term Date & Code
00-036-000

Bottom
seload F9=Retrieve
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Example of new “W/W Offender Designators” screen

DES200I Corrections Information Systens 10: 03: 09
MCCARTHY WW O f ender Desi gnators 10/ 25/ 11
O fender........ 1234567 Test, O fender
Current status.. Probation LI NN Li nn County Community Correcti
Enter option.... Position to......

1=Sel ect 9=Long Descri ption
Opt Desg Alr Description Conment s

SXOF * Sex Ofense OR Sex Offense Conviction - Custody 01 Offense 0

Bott om
F3=Exi t F4=Pr onpt F5=Ref r esh F6=Sel ect DESG F10=Pri nt F11=Menu bar
F12=Cancel F13=Repeat F16=Show Det ai | F17=Subset
This is a subsetted |ist.

OPS 12 — Miscellaneous Data Entry
Designator Last Revised on: 5/31/13

27




Offender Profile System (OPS) Training Manual

Designator | Short Description/Purpose
Description

2LOO 2" Look Eligible Inmates who committed their crimes as juveniles and who are
eligible for a 2" Look Hearing after service of V2 of their sentence(s)
— Easy way for counselors or others to see if an inmate is eligible

AIPP AIP Participant Inmates currently participating in an Alternative Incarceration
Program (AIP)

BOLI Bollinger Inmates serving matrix sentences that have been identified by the
BPPPS as eligible for release under Bollinger case law — These
inmates must be released on their good time date and if working or
attending school their good time date continues to move up to the
day of release

COUR Court Trip Pending court trip scheduled — Contains information to contact OISC

Pending Institution staff before transferring an inmate

DV Domestic The FVSN network uses an assessment tool called the ODARA & at

Violence some point they want to do assessments of its predictive validity.
To do this, Community Corrections needs to be able to identify
Domestic Violence cases.

EDU1 Special Education | Education services required by Federal "IDEA” law or Americans

Services w/Disabilities Act for those under age 22. — Make sure those
enrolled inmates are housed at EOCI, OSCI, TRCI or SRCI (men)
and CCCF (women)

EDU2 Work-based Prevent those inmates enrolled in WBE certification programs (6

Education mos. To 2yr programs) from being transported to another institution
Programs prior to completion.

EDU3 College Those inmates attending college who are paying for the program or
the program is funded by an outside source — up to about 150
inmates at one time (OSP, EOCI, OSCI)

HOLD Temporary Hold Includes 45 day marriage hold, release planning holds, Public
Interest Case, etc.

. ' To document crimes committed by inmates with high media
High Profile L . .
HPCR Crimes Related to coverage w_hlch |_nclude safety concerns for e|thgr the community or
WHALE the |r_1mate if assigned to a community work assignment or unfenced
housing placement for the WHALE.

IAD IAD Pending Interstate Agreement on Detainers pending for out of state untried
detainer — Contact Records Office prior to making plans to transfer
inmate to another housing institution

ICOM Special Interstate | Special Interstate Compact Cases identified by Population

Compact Cases Management
Only
IMUS indicates that an inmate who possesses a serious threat to the

IMUS IMU Designation safety_and security of the Department ha_s been reviewed by
committee for Intensive Management Unit placement and custody
level 5 designation.

Any notification request that has been received for an inmate, such

NOTF Notifiers as victims, DMV, etc. Also includes statutory notifications required,
such as State Fire Marshall for arson convictions and M10.

Other Charges Any pending charge/unserved sentence in which the other authority

OCHG (in-state, out-of-state, or federal) does not wish to place a hold for
or has released the inmate on.
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Prison
PMAS Management Used to monitor high risk inmates (High, Moderate, Alert)
Alert System
PSO Predatory Sex Inmates designated as Predatory Sex Offenders by the BPPPS or
Offender (ORS Community Corrections
181.585)
PSYC Psychological Inmates with Psychological Concerns, Suicide History, or
Concerns Developmentally Disabled
RMP Behavior and Risk
Mgt. Plans
RSNT Released to Inmates released from DOC for resentencing that release to
Resentence / on supervision status on other sentences
Supervision
Status
RSTR Restraining Order | To document inmates with restraining orders for community work
(ORS 107.718) assignments or unfenced housing placement for the WHALE.
SC25 Special Case Inmates identified as needing residential alcohol and drug treatment
Factor 25 —
Residential A/D
Required
Stalking History To document Inmates/Offenders convicted of Stalking or served a
STLK (ORS 163.732) stalking order in Oregon or another state for community work
) assignments or unfenced housing placement for the WHALE.
STM Security Threat Inmates identified as high alert inmates based on past misconduct
Management and intelligence (e.g. excessive and/or violent behavior)
SVDO Sexually Violent Inmates designated by the court or BPPPS/Local Supervisory
Dangerous Authority as Sexually Violent Dangerous Offenders that require life
Offender (ORS PPS or intensive supervision during the entire term of their PPS as
137.765 and required by statute
144.635-144.639)
SWS Special Work Identify inmates with special work skills in a particular trade for
Skills which special placement consideration may be warranted or a
transfer may disrupt institution operations. Also identifies inmates in
OCE certification programs and dot codes 17 &18.
Sexually Inmates designated as Sexually Dangerous Person by the court and
SXDP Dangerous court must order the person participate in treatment — Designation
Person (ORS must appear in sentencing judgment
426.675)
To document Inmates/Offenders convicted of non-sex crimes with a
SXEL Sexual Element sexual element to determine community work assignment or
unfenced housing placement for the WHALE.
To document sexual offenses to determine community work
SXOF Sex Offense assignment or unfenced housing placement for the WHALE.
TL Transitional Each inmate’s statutory eligibility for transitional leave (TL)
Leave Eligibility
To document crimes committed that have victim concerns if an
VICC Victim Concern inmate qualifies for a community work assignment or unfenced
housing placement within that community for the WHALE.
Work, Housing, To determine the level of work assignment or unfenced housing for
WHAL Assignment Level | inmates housed in minimum facilities. Levels include: inside, on-
Evaluation site, community, or unfenced.
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12.13 NOTIFIER, HOW TO ENTER

Step 1 — From the Main Menu, type a ‘37=W/W Notifiers’ on the selection line, this will
bring up the ‘Work with Notifiers’ screen.

CCSUPPORT Corrections Information Systems (TEST) 11:23:12
MCCARTHY CC Support Menu 11/16/05
Select one of the following:

31. Change Assigned printer '
32. Change User Password '
33. Director's News 1

1
37. WWNotifiers !

|
I
i
41. W/W Warrant Request (Offender) |
42. W/W Warrant Records (by PO) |
|

|
44. W/W Release Plans - Location |
45. W/W Release Plans - Caseload |
46. W/W Release Plans - Offender |
47. W/W Sanction Movements H
More...

Selection: Job:

F3=Exit F4=Prompt F10=Move totop F11=Men ubar F12=Previous menu

Step 2 — Type offender’s SID # on the ‘Offender’ line, press enter to bring offender to
screen.

OPS2771 Corrections Information Systems (TEST) 11:31:23
MCCARTHY Work with Notifiers 11/16/05
Offender...... 1234567 TEST, OFFENDER
Status........ Inmate CCCF
Enter option.. 2=Change 5=Display

Entry dt Type Contact name Disc Date

Opt Notify dt Reason / Comments

No records found

F3=Exit F5=Refresh F6=Add F9=Retrieve F10=Print Facesheet
F11=Menu bar F12=Cancel F17=Subset

Step 3 — Press F6=Add, this will take you to the ‘Notify Data’ screen, fill in:

* name * notify type (4 letters, see below for appropriate types)
* phone(s) » docket #/county(use F4=prompt)
e address * notify date
e City * reason
* state e comments, if applicable; press enter to process.
e Zip
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OPS278I Corrections Information Systems (TEST) 11:33:28

MCCARTHY Notify Data 11/16/05
CREATE

Offender............ 1234567 TEST, OFFENDER

Status.............. Inmate CCCF

Entry date.......... 11/16/2005

Name...............

Phone 1............. (000) 000 - 0000 Ext..

Phone 2............. (000) 000 - 0000 Ext..

Address.............

City.oovvvveeenn S tate. Zip.

Notify type......... Docket #/C ounty..

Notify date......... Discontinu ed Date...

Reason..............

Comments............

F3=Exit F4=Prompt F5=Refresh F11=Menu bar F12=Cancel

Press enter again to return to the ‘Work with Notifiers’ screen. Press F3 to exit.

12.13.1 NOTIFIER TYPE CODES & GUIDELINES
AGEN = Agency — can be entered in CIS by anyone.

DMV = Department of Motor Vehicles — OISC gets lists of inmates DMV wants to be
notified on and enters them.

GOVR = Governor’s Dignitary Protection Unit — OISC enters in CIS for all inmates who
have petitioned the Governor’s Office for pardons, clemency, or expungement of
records. This notification is confidential and WILL NOT print the name and reason for
the notifier on the facesheet. The Governor’s Office will be notified thirty (30) days prior
to the inmate’s release from confinement.

STAT = Statutory — It was agreed that Fire Marshall and BM10 notifiers are required by
statute and will appear as STAT type notifications.

State Fire Marshall — OISC enters in CIS for all inmates who are currently serving
convictions or have not yet completed their supervision for the crime(s) of Arson and/or
Attempted Arson. This notice shall be sent ten (10) days prior to release or immediately
following the escape of the inmate.

BM10 — The old ‘M’ notification type will be discontinued. BM10 notifications can still be
entered manually under the new STAT type code, although the Board does the majority
of notifications, and when they run the BM10 report that creates the notification letters,
the AS400 writes the entries into the STAT type in the notification table currently.

VIC1 = Board Victim — Can be created by Board staff only. An error message will
appear “Not authorized to use Notify Type” if anyone else attempts to use. Counselors
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will be able to update the Notify Date and Comments field only. Community and other
institution staff cannot update any of the fields. When enter is pressed, a window will
appear with the warning message “OPS2791 Victim Sensitive Notice — Victim
information is confidential and can be released ONLY to the victim. DO NOT SCREEN
PRINT THIS INFORMATION.

VIC2 = Compact Victim Sensitive — can be created by Community Corrections staff
only. An error message should appear “Not authorized to use Notify Type” if anyone
else attempts to use. The Name and Reason fields will be filled automatically with
“Compact Sensitive Victim Case” as the Name; and “Special Notification Required —
See Compact Rule” as the Reason.

VIC3 = Community Victim — can be created by Community Corrections staff only. For
use on Local Control and Probation offenders where victims are identified.

NOTE: For all victim type records, a docket number does not have to be selected
in the Docket #/County field, however a warning mes  sage will appear “Warning:
Notify not assigned to Docket”. The user may press the enter key to bypass
entering the docket number.

For all other non-victim Notifier types, anyone can create and anyone can modify.
A subset option to Display Discontinued Notifiers w as added. Only the Open
Notifiers appear on the screen unless you change th e subset to display ‘ALL’ or
just a specific code.

Notifiers can no longer be deleted by most staff. Only the Board can delete VIC1
records, and SUN staff can delete VIC2, VIC3, AGEN, DMV, GOVR and STAT
notifiers if these records were entered in error.

If a notifier has been completed, fill in the disco  ntinued date.
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12.14 OFFENDER NOTES IN ISIS

The Offender Notes feature of ISIS allows any user to convey information about an
offender to the PO who supervises that offender by transferring the information directly
into the offender caseload, yet allowing the PO to determine whether the message
should become a chrono. The information is also accurate and dated and identifies the
person creating the note. All you need is the name of the offender to create the note.

2 Active_Jobs WS_Options Process_Step Info_ Windows

Select one of Work Station Options
T Add O fender Note (F4)
1. Offend W /W To-Do List
2. LEDS/O E[User E-Mail Address and Phone

Z PopUp Calendar
3. Admiss L Gommand Line
4. CC Rel B Date Calculator
5. W/W Co
6. CC Sup
7.CCEPR
8. CC Abs
9. CC Tra Rottom
10. Change

|
11. W/W Risk Assessments H
12. W/W Sex Offender Assessments |
More...
Selection: Job:

F3=Exit F4=Prompt F10=Move totop F11=Men u bar F12=Previous menu

Work Station Options (F11-2) displays the Add Offender Note Window.

Touch the letter key matching the letter next to ‘Add Offender Note (F4)’ to bring up the
following screen:

2 Active_Jobs WS_Options Process_Step Info_ Windows

Select one of Station T Work Options

T Add O fender Note (F4)
. Offend W W/W To-Do List
.LEDS/O E User E-Mail Address and Phone

N -

. Adm Add Offender Note
CC Offender:

More.
11. W/W F5=Refresh F12=Cancel F13=Insert
12. W/W Fl14=Delete F15=Wrap off

Offender not found.

Selection: Job:
F3=Exit F4=Prompt F10=Move totop F11=Men ubar F12=Previous menu
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If the notes window is selected while you are displaying an Edit Offender Data or
Chrono History screen, notes will automatically select the same offender and display
his/her name on the note.

From any other screen, or if a different name is selected:

1) Type offender name (Last, First,) and press enter, OR...

2) <F4> Prompt to display Offender Name Search window and proceed to select the
name you want.

3) TAB to the next field to move to the text entry area.

4) Type the text of your note. The window will expand as you type if needed. Press
<enter> once, the note is saved, and the window will switch to “CHANGE” mode in
the event you need to make any corrections or additions.

5) Press <Enter> a second time OR <F12> to exit the note window.

12.14.1 HOW TO READ AN OFFENDER NOTE:

1. Select a PPO main menu or option 22 from your menu to access a caseload.

F3 CCSUPPORT Corrections Information Syst ems (TEST) 13:43:59
MORRISOJ CC Support Menu 4/10/00
Select one of the following:

1. Offender Information '

2. LEDS/OJIN/Other Systems Menu |
I
1

3. Admissions 1

4. CC Release Process 1

5. W/W Court Orders H

6. CC Support Data Entry/Update |

7. CC EPR Process H

8. CC Abscond Return Process |

9. CC Transfer Process '

10. Change Primary Caseload Process;
I

|
11. W/W Risk Assessments H
12. W/W Sex Offender Assessments |
More...

Selection: MENU CCPPO Job:
=Exit F4=Prompt F10=Movetotop F11=Menub ar F12=Previous

2. Select W/W Caseload from the PPO main menu or option 22 from the CC Support
Menu to access a caseload.

3. Press <F21> Notes to display the Offender Notes window.
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CMS204I Corrections Information Systems (TEST) 14:02:53
MORRISOJ Edit Offender Data 4/10/00
1563 DUNAWAY, JIM CREATE
SID#: 1234567 POS SUB CF SAN
TEST, OFFENDER DOB: 11/16/1957 SSN: ##Ht-Hit-HitHHt
1234 NW MAIN Last atte mpted HV... 0/00/0000
TERREBONNE, OR 97760 Last comp leted HV... 0/00/0000
Phones: 000 00-0000 & 000 00-0000  Last offi ce visit... 0/00/0000
JAIL SUPV Last mont hly report. 0/00/0000
Employed? (Y/N)..  0/00/0000 00 %
Next offi ce visit... 0/00/0000 0:00
Date Time Place Person SC MR Key word
4/10/2000 o} X Y N
More...
F12=Cancel F13=Insertline F14=Delete line F16=No wrap
F20=History F21=Not es F22=Defaults F24=More keys
CMS204I Corrections Information Systems (TEST) 14:02:53
MORRISOJ Edit Offender Data 4/10/00
1563 DUNAWAY, JIM CREATE
SID#: 1345567 POS SUB CF SAN
TEST, OFFENDER DOB: 11/16/1957 S SN: #t#t-#it-HiHE?
1234 NW MAI N Last attenpted HV... 0/00/0000
TERREBONN H\,.. 0/00/0000
Phones: 0 Offender notes for 1234567 0 of 0 gt.. 0/00/0000
JAIL SUPV TEST, OFFENDER epgrt. 0/00/0000
Enteredl: By: ).. | 0/00/0000 00 %
-- sit.. 0/00/0000 0:00
Dat MR [Key word
4/10/200 N
Bott om
F3=Exit F6=Create
HL2=Cancel
More...

a. Top right hand corner advises which note this one is out of total number of notes
present.

<F6> Create allows user to write a new note for this offender.

<F13> Change allows the author only of a note to change it.

<F14> Delete allows the owner of the caseload to delete the note.

<F15> Move to Chrono places the note on the Edit Offender Data screen. Press
<Enter> to add the note to the chrono history.

©caoo
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12.14.2 Notification of Note Delivery: How will  you know a note has been sent
and by whom?

=

“NEW MAIL” will display on your mail notification system.

2. In your e-mail inbox there will be a message that an offender note on a specific
offender has been received.

3.  On the Edit Offender Data screen for that offender, the reminder “NOTES” will

display in the center.
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12.15 EXPUNGEMENTS & SEALING OF FILES/RECORDS AND/O R SETTING
ASIDE CONVICTIONS/ARRESTS

See Section 21 — OISC Central Records
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12.16 ORS TABLE — How to Access
From the SUPPORT STAFF MAIN MENU:

At the CIS Menu on the Selection line type #50. This will bring up your ORS Table by
the ORS #.

SNT220I Corrections Information Systems 14:33:28
FENNERK W/W ORS Table 12/05/08
Position to: or find

Enter option...
5=Display 8=Crime serious - matrix
9=Crime serious sentencing guidelines 12=Extens ions

Opt ORS Nbr Description Abbrev Rt Ext
009.160 01 PRACTICE LAW UNLAWFULLY PRACT LAW UM
033.01502 CONTEMPT OF COURT CONTOFCT UM
057.735 CORP DOING BUSINESS W/O LIC UNLIC CORP AM
059.055 UNREGISTERED SECURITIES UNREG SECU BF
059.115 UNLAWFULLY SELL SECURITIES SECU VIOL1 BF
059.127 UNLAWFUL PURCHASE SECURITIES SECU VIOL2 BF
059.135 SECURITIES FRAUD SECU FRAUD BF
059.145 MISREPRESENT SECURITIES SECU VIOL3 BF

More...

F3=Exit F5=Refresh F11=Menu bar F10=Print F12=Cancel

F13=Repeat F16=Change view F17=Subset
This is a subsetted list.

If you want to know if the offense is a statutory or Person to Person crime then puta 5
on the line next to the ORS# that you want to select.

SNT220I Corrections Information Systems 13:40:07
FENNERK W/W ORS Table 12/09/08
Position to: or find_

Enter option...
5=Display 8=Crime serious - matrix

9=Crime serious sentencing guidelines 12=Extensions
Opt ORS Nbr Description Abbrev Rt Ext
009.160 01  PRACTICE LAW UNLAWFULLY PRACT LAW UM
5 033.01502 CONTEMPT OF COURT CONTOFCT UM
057.735 CORP DOING BUSINESS W/O LIC UNLIC CORP  AM
059.055 UNREGISTERED SECURITIES UNREG SECU BF
059.115 UNLAWFULLY SELL SECURITIES SECU VIOL1 BF
059.127 UNLAWFUL PURCHASE SECURITIES SECU VIOL2 BF
059.135 SECURITIES FRAUD SECU FRAUD BF
059.145 MISREPRESENT SECURITIES SECU VIOL3 BF
More...
F3=Exit F5=Refresh  Fl11=Menu bar F10=Print F12=Cancel F13= Repeat
F16=Change view F17=Subset
This is a subsetted list.
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SNT221I Corrections Information Systems 13:48:40
FENNERK Maintain ORS Table DISPLAY  12/09/08
ORS Number.......... 033.015 Paragraph: 02

Effective date...... 1/01/1991 Discontinued date:
Description......... CONTEMPT OF COURT

Abbreviation........ CONT OF CT

Crime type.......... STAT Statutes

Offense group code.. P

Crime class......... UM

Research fields below:
Severity rating..... 807
NCRP Offense code... 000

F3=Exit F4=Prompt F5=Refresh F7=Browse backwa rd
F8 — Browse forward F11 = Menu bar F12 - Cancel

How to access the ORS Table working with Court Order screen: You can also get to the
ORS Table through the main menu by selecting 5, Work With Offenses.

CCSUPPORT Corrections Information Systems 11:19:49
FENNERK CC Support Menu 12/12/08
Select one of the following:

1. Offender Information

. Admissions

. CC Release Process

. CC Court Orders Process

. CC Support Data Entry/Update '
. CC EPR Process

. CC Abscond Return Process

. CC Transfer Process

10. Change Primary Caseload Process

11. W/W Risk Assessments

O©oO~NOOOh~W

12. W/W Sex Offender Assessments
More...

Selection: 5 Job:

F3=Exit F4=Prompt F10=Movetotop F11=Menu bar F12=Previous menu
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Once it brings up the screen then type an F6.

OPS230I Corrections Information Systems 13:54:55
FENNERK Work with Offenses 12/09/08
Offender: Record key:
Status:
Enter option... Cu stody cycle....

2=Change 3=Copy offense 4=Delete 5=Display

7=Add sentence 8=Conditions 9=Cu stody units 17=Add LC

OFF# DOCKET CNTY ORS ABBREV ORS NUMBER SG SANC SGDO

lcs Type Begin date Length Max date Term date Code]
Bottom
F3=Exit F6=Add docket F7=Facesheet *F8=Notes F10=Print Options
F11=Menu bar F12=Cancel Fl4=Recalculate = F20=Add Local F24=More keys ...

F6 will bring you to the New docket, Offense and Sentence screen.

OPS263lI Corrections Information Systems 15:27:42

FENNERK New Docket, Offense and Sentence 12/05/08
CREATE

Offender....

Status......

Docket#............. County..............

Offense number...... Sanction status.....

ORS number........ (F4)

Sent guide (Y/N)... Y

Felony=Misdemeanor.. N

Inchoate/ORS........ -

Crime seriousness... Criminal history....
Sentencing judge....
Defense counsel.....

District attorney... DA case number......
Crime date.......... Arrest date.........
Convicted date......

Sentence type....... P_ Life (L)..... ____ Begindate..........
Length (ymd)........ _0- _0-_0 Compact begin date..

F3=Exit F4=Prompt Fl11=Menu bar F12=Cancel
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To find the correct ORS data for the new offense, put your cursor at the ORS Number
field and then do an F4 and the ORS Table will pop up (See next page.)

OPS263lI Corrections Information Systems 11:44:13
FENNERK New Docket, Offense and Sentence 12/12/08
CREATE

Offender....
Status......
Docket#............. County..............
Offense number...... Sanction status.....
OR ittt

ORS Table Select
Position to.......
ORS description Type CI Ct SevF  ORS number Abbreviation
IAggravated Identity Theft PROP BF 608 165803 AG ID THFT
IABANDON CHILD PERS CF 430 Y 163535 ABAN CHIL
IABANDONMENT OF CHILD ATTEMPT PERS AM 665 Y 163535 X ABANDON AT
IABUSE OF CORPSE | PERS BF 415Y 166087 CORPSE |
IABUSE OF CORPSE II STAT CF 570Y 166085 CORPSE Il ABUSE TO
MEMORIAL TO THE DEAD PROP AM 715 166076 2 ABUMEMDEAD
IABUSE VENERATED OBJECT STAT CM 800 166075 ABUSE OBJ ADULT
FOSTER CARE LICENSE VIOL STAT CM 8000 443725 FOSTER LIC
IADULT FOSTER HOME INSPECT VIOL STAT BM 7850 443755 FOSTER INS
F12=Cancel F16=Search by ORS Number
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12.17 TREATMENT MODULE ENTRY AND CLEAN UP PROCEDURE
12.17.1 CLEAN-UP PROCEDURE

Step 1 — From the ‘CC Reports Menu’ (option 23), go to your PPO Special Reports
(option 2).

Step 2 — Run PPO Treatment Completion (option 7) and PPO Treatment Open Referral
(option 6) reports.

Step 3 — Give reports to PO’s. PO’s will review and either enter appropriate information
in TX module or per your county policy give report to appropriate person indicating date
and closure type for updating of TX module.

12.17.2 ENTRY PROCEDURE
TX referrals need to be entered into TX Module per your county/office policy (i.e. PO, Support,

CT or Volunteer)

Step 1 — PO completes referral form and either enters information into Tx module or
gives referral form to Support, CT or Volunteer to be entered.

Step 2 — Upon offenders entry into TX, PO enters or notifies Support, CT or Volunteer of
entry date so TX module can be updated.

Step 3 — TX reports are received via fax, shuttle/regular mail. They are date stamped
and per your county/office policy either a copy or the original is given to the PO to be
reviewed and entered if information is not in TX module or gives to Support, CT or
Volunteer to enter.

Step 4 — Upon offenders completing TX, PO enters or notifies Support, CT or Volunteer
of exit date so TX module can be updated.

12.17.3 CIS/ISIS CLOSURE CODES & CORRESPONDING EXIT VALUE

CIS Closure Code Exit Value & Treatment Exit Code
ABSC — Abscond Unsuccessful (UNSU)

CMPO - Compact Out Neutral (ADMN)

IMMI — Immigration Neutral (ADMN)

INAC — Inactive Supervision Neutral (ADMN)

PSRB — Psych Review Board Order Unsuccessful or Neutral depending on

order reason (UNSU or ADMN)

REVP — Offender House in Federal Prison | Unsuccessful (UNSU)

UNSU — Unsupervised Parole/Post Prison | Neutral (ADMN)

USAP — Unsupervised Appeal Neutral (ADMN)
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12.18 DEATH CERTIFICATES, STEPS TO SEARCHING SSN WE B

Step 1 — From the Main Menu type a ‘23=CC Reports Menu’ on the selection line, press
enter. This will take you to the ‘CC Reports Menu’.

CCSUPPORT Corrections Information Systems (TEST) 9:41:09
MCCARTHY CC Support Menu 9/23/05
Select one of the following:

13. W/W Sanctions 1
14. Offender Remarks (old CF9) |
15. PSI Menu 1
16. W/W Supervision Fees i
17. Kardex/Face Sheet Print Option |
18. Employee Maintenance Changes |
19. ID#/Caseload Maintenance '
20. W/W Red Tags i
21. W/W Housing History 1
22. W/W Caseloads 1

23. CC Reports Menu '

I

24. Office Calendar H

More...
Sel ection: 23 Job:

F3=Exit F4=Prompt F10=Move totop F11=Men ubar F12=Previous menu

Step 2 — From the ‘CC Reports Menu’, type a ‘4=Total Office Reports’ on the selection

line, press enter. This will take you to the ‘Total Office Reports Menu'.

CCRPTS Corrections Information Systems (TEST) 9:45:24
MCCARTHY CC Reports Menu 9/23/05
Select one of the following:

1. Management Statistics 1
2. PPO Special Reports H
3. Structured Sanction Reports |
4. Total Ofice Reports H
5. Fee System Reports 1
|

|
80. Return to regional menu H
90. End pass through '

Bottom
Sel ection: 4 Job:

F3=Exit F4=Prompt F10=Movetotop F11=Men ubar F12=Previous menu
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Step 3 — From the ‘Total Office Reports Menu’, type a ‘7=Parole Officer Caseload
Report’, press enter. This will take you to the ‘Total Office Reports Menu'.

CCTOTRPT Corrections Information Systems (TEST) 9:46:29
MCCARTHY Total Office Reports 9/23/05
Select one of the following:

TOTAL OFFICE REPORTS '
|

|

. Parole/Probation Expiration |
. Parole Officer Listing 1
. Expected Arr/Rel Not Admitted |
. Temporary SID Number Report |
Alpha Office List H
. PA/LV Released to Office/Cnty |

7. Parole Oficer Casel oad Report |
8. Total Office Caseload Report |
9. Parole Officer Data Sheet |
10. Office Supv/Distribution Rpts |
11. Sex Offenders by Name/City/Zip |
12. DNA Report '
More...

oA WNER

Sel ection: 7 Job:

F3=Exit F4=Prompt F10=Move totop F11=Men ubar F12=Previous menu

Step 4 - Tab down to the ‘Outcount Reason’ field and type in ‘ABSC’, press enter. This
report will be by caseload # and will run overnight. If you need to have this run
immediately, tab down to the ‘Print Now’ field and change the ‘N’ to *Y’, then press
enter. To exit, press F12 three times this will take you back to the Main Menu.

CMS587BP Corrections Information Systems (TEST) 9:49:18
MCCARTHY Parole Officer Caseload Re port 9/23/05
With or Without Offenses Li sted
Type choices, press Enter.
Location. . . . .. COMM Code, F4 to prompt
Caseload. . . . .. *ALL *ALL, Number, F4 to p rompt
Subset by:
Current Status . . *ALL *ALL, F4top rompt
Qut count Reason. . ABSC *ALL, NONE, ONLY, F4 to prompt
Major crime class. *ALL *ALL, FEL, MI SD
Gender...... A A M F, O
Race....... *ALL *ALL, race, F 4 to prompt
ORS abbreviation . *ALL *ALL, NONE, F 4 to prompt
Sentence type. .. *ALL *ALL, F4to p rompt
Sentences. . . .. *ALL *ALL, MAJ
OR use

Research Standard. *NO *YES, *NO

Print now. . . . . . Y Y=Now,N=O0Overnight

F4=Prompt F5=Refresh F12=Cancel Enter=Print

Step 5 — Go to the description screen on CIS to retrieve the SSN # for each offender.
Write the SSN# on this report beside each offender’'s name.

Step 6 — Go to Internet Explorer, on the address line type
http://www.genealogybank.com/gbnk/ssdi/, press enter. This will take you to the Social
Security website. Fill in the last name, first name, middle name (if you have it) and SSN
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# fields, press the “Begin Search” button. This will bring up the search screen indicating
if there are any records that match the information you have entered. If there are none,
it will give you suggestions on how better to search. If there are possibilities, it will list
them and you can check these possibilities with the DOB’s from your Parole Officer
Caseload List. The website does require you sign up for a free account in order to view

or print the details of the record including actual date of death. Note: this website does
sent junk mail

Step 7 — If you find a match, print the notification. Per your county policy, give
information to the PO (or whomever) along with the abscond file indicating this can be
closed to ‘death’. PO (or whomever) will do a closing summary and submit file for
closure.
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12.19 TIPS & TRICKS

12.19.1 How to find another employees e-mail addr  ess, phone number and
extension throughout the State on the DOC400: While in any process of OPS or
from the Main Menu, press F11-2 then select ‘User E-mail Address and Phone’
(possibly E), this will bring up the ‘User E-mail Address and Work Phone Number’
screen. On the position to line, enter the user’s profile, if known, press enter, this will
bring you to that user’s information. If the user’s profile isn’t known, enter the last name
of the employee you are looking for, press enter and this will get you to all employees
with the same last name and then you will need to find the correct employee by paging
up or down. To see the e-mail address, put a ‘5’ on the ‘option’ line and press enter.
This will take you to the ‘Maintain Work Phone’ screen where you can view the users e-
mail address. Another useful function to use is the ‘F17=subset’, this will bring you to a
screen where you can subset by location. Enter the 4-digit county code in the location
field, press enter to bring up the desired county user’s list, or press ‘F4=prompt’ for a list
of all locations. If you see any information that isn’t correct, per your county policy
contact appropriate support staff so the information can be corrected. FYIl - This is

tied to the DOC400 Employee Table, so if you correc t either table it will correct

the other table also. The name and phone number ar e put on this table at the

time you become an employee by Salem but it is the responsibility of each

County to keep the table updated.

12.19.2 Difference between packet and file:  Please remember when entering
information in the Remarks Screen that there is a difference between a packet and a
file. Afile is the 4-sided hard file and a packet is the paperwork that goes inside the file.

12.19.3 How to use the Menu Bar: While in any process of OPS you can use the
menu bar function by pressing F11. This displays the four selections available at the
top of the screen (1) Active Jobs; (2) WS (Work Station) Options; (3) Process Step; (4)
Info Windows; and (5) CIS_Web_Serve. Typing the number selects that option (do not
hit the enter key). A window containing the choices available within that option will then
appear. These choices are identified by letters (letter keys will vary by task, when
available), and are selected by typing just the appropriate letter on the selection line
(DO NOT USE ENTER). NOTE: A Menu Bar option is av ailable only when it is
highlighted.

12.19.4 What goes in the Remarks Screen:  All Investigation and notification
assignments; file movement between offices; archiving information and retrieval of
archived file; file destruction notices; file acceptance information; and date of entry, your
initials and office location.

12.19.5 How to Change Judges Name to LC Authority : THIS IS A COUNTY BY
COUNTY DECISION. When you receive a Local Control PPS order, you go to the W/W
Offense Screen to enter the ‘O’ line. While on the W/W Offense Screen, put a 2 beside
the offense, press enter. This will take you to the Docket and Offense Description
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screen, tab down to the Sentencing Judge field, remove Judges name and type in LC
Authority, and press enter. ALSO, NEVER CHANGE THE JUDGE FIELD ON A
PAROLE BOARD CASE.

12.19.6 How to Recognize a Conditional Discharge  Order and a Conditional
Discharge Revoke Order:  The title of the order could say Pleading and Conditional
Discharge Order or in the body of the order it will state that the Court finds that a
conditional discharge pursuant to ORS 475.245 is warranted which means that if the
offender successfully completes the probationary period, the charge will be dismissed.

The order to revoke a conditional discharge might be titled Revocation, Judgment of
Conviction and Sentencing Order or in the body of the order it will state that the
defendant’s conditional discharge heretofore granted shall be and is hereby revoked
and the defendant is sentenced to a probationary term of however many months and is
placed on probation to the Community Corrections Office upon the terms and conditions
set forth. When you get an order revoking a conditional discharge, you close the FCD
line to CONV and open a new probation line for the same offense.

12.19.7 How to get a release date for an inmate i n a federal prison: Go to your
internet access, type in www.bop.gov and press enter. This will open the Federal
Bureau of Prisons website. Click on inmate information, type in the name of the inmate
and press enter. This will bring up the information on this inmate if they are in a federal
prison.

12.19.8 Cleaning up expired probation offenses af  ter an offender has been
released from the institution or local control jall sentence: When an offender has
been released from an institution or a local control jail sentence you will need to check
the Work with Offenses Screen. If you find any offenses that look like they need to be
closed, check the file to make sure there were no orders to extend. If there are no
orders, go ahead and close the offenses, print a new kardex and give it to the PO with
the new PPS order.

12.19.9 DMV ID #: If Offender doesn’'t have a driver’s license but does have an ID
card issued from DMV, the ID # should be entered in the ODL field along with the State
and Expiration Date of the ID#.

12.19.10 Delete an offense first before backing o  ut an admission.

12.19.11 Kardex ‘From’ Field Explanation:  This field has nothing to do with where
an offender is sentenced, and very little to do with where an offender is incarcerated.
On offenses with multiple sentence lines, the program looks at the last “termination”
date of the sentence and compares that with the location on the Movement
History/Maintenance screen on that date.

Example: If offense 02 was terminated on 4/12/05 — Movement History shows he/she
was released “From” LWSH on that date.
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The ‘L’ line for offense 03 was terminated on 3/31/05 — Movement History shows he/she
was released “From” LANE on that date.
The Kardex would show ‘From’ LWSH for offense 02 and ‘From’ LANE on offense 03.

Email the DOC helpdesk at helpdesk@doc.state.or.us for the correction to be made.

12.19.12 Searching Specific County/Office for Off  ender on the Name Search
Screen: If you would like to search the Name Search Screen for an offender and you
know the offender is being supervised or was previously supervised in a specific
county/office, after entering the offender’'s name (last first middle), tab to the location
field and type in the 4-digit county of that county/office, press enter. This will search just
that county/office for that offender.
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12.20 VINE INFORMATION
What does VINE stand for:  Victim Information and Notification Everyday

General information:  VINE is a free and anonymous telephone service that provides
victims of crime two important features; information and notification. It is provided by
the Oregon Department of Corrections and the Oregon Department of Justice, in
cooperation with the Oregon Sheriffs’ Association and the Oregon Youth Authority.

VINE monitors the custody status of offenders in county jails, youth authority facilities,
Oregon prisons, and individuals currently on parole/probation. Information is available
24 hours a day, 365 days a year. It is available in English and Spanish and a live
operator is available to anyone calling the number for any reason.

Data Transfer Schedule: County jails every 15 minutes, 24 hours a day, 7 days a
week; Oregon prisons and Community Corrections 6 times a day, 7 days a week.

Who can register:  Crime victims and concerned citizens may register for notification.

How do they register: By calling the VINE toll-free number (1-877-674-8463) or via
the internet at www.vinelike.com.

What information is needed to register: A telephone number, including area code
where they can be reached for notification; a 4-digit personal identification number
(PIN); or an e-mail address (no PIN required).

Notification calls and patterns: Calls will be made to a registered person(s) when
one or more of the following occur:
* General Release — Normal
* Release on Bond or Court Order— Normal
* Schedule Release 1 — Advanced
» Escape — Normal
* Return to custody from escape — Non-Emergency Final
» Death — Non-Emergency Delay Death
» Transfer to known or unknown facility — Non-Emergency Delay Transfer
* Work Release — Non-Emergency Final
* Home Detention — Non-Emergency Final
» Parole Hearing — Advanced
* Probation Abscond, return from abscond, case terminated/discharged, case
revoked, early discharge, transfer to another office, term extended, arrest — Non-
Emergency Final

1. Normal - calls will be made every 30 minutes for 24 hours or until the call
is confirmed.
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2. Advanced - calls will start 30 days prior to the expected date of event,
every 30 minutes between 7:00 am — 9:00 pm for 48 hours or until the call
is confirmed.

3. Non-Emergency Final; Delay Death; Delay Transfer — calls will be made
every 30 minutes between 7:00 am — 9:00 pm for 48 hours or until the call

is confirmed.

How to confirm and stop calls: By entering your PIN. Notification messages will be
left on an answering machine, but call will continue every 2 hours for 24 to 48 hours,
depending upon the calling pattern.

How to Search for information:  Callers will need to provide one or more of the
following items:
» Offender Name
» Offender Number — SID
* JJIS Number for Oregon Youth Authority
* Race and Date of Birth for secondary search options when more than one
offender has the same name.

Information provided when calling the VINE service:
* Name of Offender
» Offender Number — SID
» Current Offender and Probationer Custody Status
» Location of Offender — Institution Name or Community Corrections Location
* Scheduled Release Date (if known)
* Charges (not available for DOC inmates)
» Ball
* Probation Expiration Date (if known)

Additional Assistance:  For customer service, technical assistance or to report a
possible problem, call the APPRISS Operations Center at 1-877-277-7477, Option 2.
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12.21 VINEWATCH

What is Vinewatch: An internet based secure web site designed to give criminal
justice personnel and victim advocates the ability to register victims for notification of

changes in offender custody status. Itis an enhancement to the current victim
notification process.

How to Access: You must obtain a User ID and password.

How to Obtain a User ID and Password:  Contact Karen Roddy, Oregon Department
of Corrections, (541)881-4625 or Karen.g.roddy@doc.state.or.us

Other Capabilities:  Your agency can generate reports on:
* Notification calls on offenders custody status changes
* Registration (for offender and probation/parolee notification)
» Statistics to show monthly and year-to-date usage of VINE in your community

Your agency can also:
» Register victims for notification and update existing registrations
» Search for and view pertinent information on an offender or probationer/parolee.
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OPS CHAPTER 13 — Data Entry Requiring a SUN User

Every once in a while there is a data entry problem that you just can't fix yourself. If you
have exhausted all other sources (this manual and your fellow SOON reps), call upon
SUN for assistance.

Email the DOC Help Desk at HELPDESK@doc.state.or.us requesting a ticket to
CCSUN with complete information: the problem, the name & SID# of offender, what the
solution should be and be sure to include your name, email address, and phone number
so the SUN user can contact you.

Example : | need to request a ticket for CC SUN to have them insert the LC movement
prior to the institution admission on the following offender.

Name: Abcde, Fghij

SID#: 01234567

Admission to Location: LMAR
Admission Date: 01/02/0304

Caseload: 8124

LC Conviction County: MARI

LC Supv Status Code: JAIL Or

| need to request a ticket for CC SUN to return an offender from Bench to Active
Supervision. | have transferred offender to BNPB.

Name: Abcde, Fghij

SID#: 01234567

Transfer to Location:  Coos

Transfer Date back to County Location: 01/02/0304

* Do not send in more than one data fix per email. If you have multiple fixes of the
same type, i.e. from-up from clean-up lists, please send each fix as a separate
email. Be kind to your superusers, spread the clean-up list fixes over multiple
weeks.

You should receive an email from the HelpDesk within 24 hours providing the PCM
number and a SUN user should contact you by the end of the week at least notifying
you that your ticket has been assigned. If you don’t receive a PCM # notification emalil
or hear from SUN, DO NOT ENTER another ticket. Contact the HelpDesk and inquire
about whether your prior ticket had been assigned.

NOTE: If the problem involves sanctions, warrants or release plans, do not request a
ticket to CCSUN. These are FAUG issues and you should contact your FAUG rep. If
the FAUG Rep is unable to resolve, turn to Lee Cummins or Mary Hunt at DOC.
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The following sections involve both you as user and CCSUN. Please review the
appropriate section and complete your steps before contacting SUN.

13.1 DUPLICATE OFFENDER RECORDS- MERGING IN CIS

1 — Be sure the records are actually the same offender — check LEDS by running the
CCH records and check EPR if both records have SID #'s.

2 — It is recommended that you move the offender record that will ultimately be
purged off the active PPO caseload. This will ensure that data is not being
added to the “bad” record while you’re moving data to the “good” record.

3 —DOC policy has been to copy all CIS (OPS/ISIS) data from the newer record to
the oldest record, so that historical data is not lost (However, there are occasions
where it may be better to keep the newer record. See ‘Special Note’ on page 4).
NEVER DELETE DATA FROM THE RECORD BEING COPIED!

4 --Run the Merge Record Report (Option 19 from the Total Office Reports menu) on
the offender to be copied, merged and purged. Please note that any items on
the list with an asterisk (*) will be automatically or manually merged by the Super
User. The person requesting the merge/purge does not need to worry about this
data.

5 — Open the record to be copied and print all the screens in the admission process
which contain data. Don’t forget sub screens, such as W/W Offenses, Notifiers,
Detainers, etc. If you don’t recognize a program listed on the report, please
check with the Super User, it may be institution data and CCSUN will work with
OISCSUN to get all institution data copied over prior to the purge.

6 — If a new custody cycle needs to be opened on the older record, please process
the admission, but DO NOT copy the offense data .  If multiple cycles are
required or a cycle needs to be inserted, skip this step and go directly to Step #7.

7 — Email the DOC Help Desk and ask for a ticket to CCSUN. Provide them with the
offender names and SID numbers for both records and specify which record is to
be kept and which is being merged and purged, include your email address and
phone number.

CCSUN has a new “Offender Merge Data” program which allows them to
automatically merge the following data:

All Offense data, including Inop data and F8 sentence notes.

All Conditions — active and expired.

Earned time data — for institution records.

F7 Remarks from the Movement History Maintenance screen.

Risk Assessments

Sanction Requests
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= Residential Address
= Scars/Marks/Tattoos
=  Other Numbers

8 — CCSUN will contact you when Step #7 has been completed. You must then
enter all other data from your screen prints to the record being kept.

9 — If the Court name on the record being kept is different than the record to be
purged, change the “C” name to the appropriate Court name.

10 — Contact your Supervision fee person and have them copy fee account data to
the record being kept.

11 — Update any other data you deem necessary.

12 — Re-entering ISIS data can be more difficult. PPO’s may use different programs
in ISIS depending on individual County policy. Print all the screens in the
programs used by your PPO and either support staff or the PPO will have to re-
enter the data onto the older record. This may include all or some of the
following:

1 - W/W Treatment Programs and W/W SAT (UA) Log

2 — W/W Supervision Fees

3 — W/W Sex Offender Assessments

4 — W/W Warrant Requests by Offender or PO

5 — W/W County Inmate Status

6 — W/W Sanction Movements

7 — W/W Release Plans by Location, Caseload, or Offender
8 — W/W Supervisor Warrant Review

9 — W/W Supervisor SRF Review

NOTE: You will not need to worry about the chrono history as the OISC Super
User will automatically transfer all chronos when the duplicate record is purged.

13 — When all the re-entry of data has been completed, contact the Super User
assigned to your ticket and tell them you are ready to complete the
merge/purge process. CCSUN will verify the request and re-assign to the
OISC Super User, requesting that the record be purged & chrono’s merged.
The Requester will be notified when this has been completed. You will then be
able to change the record to the correct SID # if necessary.

You won’t have to do anything with the EPR record unless you determine that the SID #
it has been entered under is incorrect. In that case, you should modify the EPR record
in WebLEDS with the valid SID #.

SPECIAL NOTE: In cases where the oldest record has data which predates 11/89,
data integrity might be better served by making sentence notes and movement history
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remarks on the newest record, rather than transferring all the data to the older record.
We would only suggest this alternative if the older case is REALLY OLD and has
minimal usable data. If you choose to handle the merge in this way, please be sure to
make as detailed sentence notes as possible on the new record. And remember: DO
NOT DELETE data from the old record. When in doubt about merging from old to new
or new to old, please contact the Super User before completing Steps #5 and #6.

The OISC Super User will also be informing Central Records when records are being
merged, as we are unable to purge any record without informing them first.
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13.2 COMPACT CASE - REOPEN (RCOM) IN CIS

This process is used only when an incoming Compact offender has already been
supervised on the docket numbers. It is not to be used for multiple investigations on
new docket numbers.

13.2.1 USER STEPS: PRINT THE MOVEMENT HISTORY SCREEN.

Step 1 — Undo the last release by putting cursor on the last housing line, press
‘F18=change data (Shift F6)’,

SYS4021 Corrections Informati on Systens 10: 01: 43
MCCARTHY Moverment Hi st ory/ Mai nt enance 9/ 22/ 05
RECORD KEY: 0269799 ** Remar ks* *
Of fender.... 12345678 TEST, OFFENDER Curr cycle. 01-01-02
Status...... Di schar ge Location.... MIGR Primary casel oad *None
Posi tion custody/adm ssion cycle... 1 1
--Cycle-- Location --Admi ssion----- ------- Rel ease------------
01 Admi ssion From NV 08/ 08/ 2001 08/ 08/ 2002 cowP
01-01 Status: PR 08/ 08/ 2001 08/ 08/ 2002 cowP
01-01-01 MINO 08/08/2001 07:39 10/04/2001 09:26 TRAN MIGR
Housi ng 08/ 08/2001 07:39 10/ 04/2001 09: 26
01-01-02 MIGR 10/ 04/ 2001 09: 26 08/08/2002 11:11 COWP
Housi ng 10/ 04/ 2001 09: 26 08/08/2002 11:11
Bot t om

F3=Exi t F6=I nsert housing F7=Remarks F10=Print Fl16=Casel oad history
F18=Change data F20=W W Movenent s F21=Aut o cycl e/ summary nai nt enance

Step 2 - tab down to ‘stop date/time’ field and remove the date and time using the space
bar or the field exit key, press <enter>.

SYS403I Corrections Information Systens 10: 06: 03
MCCARTHY Mai ntai n Movenent Data 9/ 22/ 05
CHANGE
O fender.. 12345678 TEST, OFFENDER
Location... MIGR Miltnomah G esham O fice

Housing location........ MIGR Ml t nomah Gresham O fice
Start date/time......... 10/ 04/ 2001 9: 26

Cell nunber.............

Qut count reason/loca....

Stop date/tine.......... 8/ 08/ 2002 11:11

F3=Exi t F4=Pr onpt F5=Ref r esh F6=Creat e

Fl1=Menu bar F12=Cancel Fl14=Del et e
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You will receive message ‘date deleted. Next, caseload history’. (DO NOT USE THE
F14-DELETE KEY).

SYS403lI Corrections Informati on Systens 10: 08: 23
MCCARTHY Mai nt ai n Movenent Data 9/ 22/ 05
CHANGE
O fender.. 12345678 TEST, OFFENDER
Location... MIGR Miltnomah G esham Ofice

Housing location........ MIGR Ml t nomah Gresham O fice
Start date/tine......... 10/ 04/ 2001 9: 26
Cell number.............

Qut count reason/loca....

Stop date/tinme..........

F3=Exi t F4=Pr onpt F5=Refresh F6=Creat e
Fll=Menu bar F12=Cancel F14=Del et e
Date del eted. Next, caseload history. +

Step 3 — Go to ‘W/W Caseload History by Offender’ screen and make sure the exit date
has been removed. If not, use Option 2=Edit, tab to the ‘exit date field’ and remove the
date by using space bar to remove date; or on ‘W/W Caseload History by Offender’
screen, tab over to the exit date and use the space bar to remove date.

CVB294| Corrections Informati on Systens 10:11: 34
MCCARTHY W W Casel oad Hi story by O fender 9/ 22/ 05
ID Nunber........ 12345678 TEST, OFFENDER
Location......... MIGR Mul t noneh Gresham O fice

Primary casel oad.
Enter option...
2=Edi t 4=Del et e 5=Di spl ay

Opt Caseload Loc Entry Date Exit Date St at us
To create entry
3003 MIGR 10/ 04/ 2001 8/ 08/ 2002 PR
3466 MINO 8/ 14/2001 10/04/2001 PR
3400 MINO 8/ 08/ 2001  8/14/2001 PR
Bott om
F3=Exi t F5=Refresh F6=Creat e F10=Pri nt Fll=Menu

F12=Cancel F15=Secondary casel oads
Check casel oad history.

Press enter to process changes, you will receive message ‘record updated.’
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CVB294| Corrections Informati on Systens 10: 14: 40
MCCARTHY W W Casel oad Hi story by O fender 9/ 22/ 05
ID Nunber........ 12345678 TEST, OFFENDER
Location......... MIGR Mul t noneh Gresham O fi ce
Primary casel oad. 3003 BEHRMAN, KERRI E
Enter option...

2=Edi t 4=Del et e 5=Di spl ay
Opt Caseload Loc Entry Date Exit Date St at us
To create entry

3003 MIGR 10/ 04/ 2001 PR

3466 MINO 8/ 14/2001 10/04/2001 PR

3400 MINO 8/ 08/ 2001  8/14/2001 PR

Bott om

F3=Exi t F5=Ref r esh F6=Creat e F10=Pri nt Fl1=Menu
F12=Cancel F15=Secondary casel oads

3003 record updat ed.

Step 4 — Transfer offender to RCOM using the original closure date.

oPS270I Corrections Informati on Systens 10: 18: 02
MCCARTHY O fender Rel ease 9/ 22/ 05
PROCESS
Ofender............ 12345678 TEST, OFFENDER
DOB................. 4/ 12/ 1975 Location: MIGR
Status.............. PR Probation
Current caseload.... 3003 BEHRVAN, KERRI E
Cust ody/ Supv | evel .. MED
Rel ease date........ 08082002 Tine.... 1020
Rel ease type code... TRAN
Rel ease to | ocati on. RCOM
F3=Exi t F4=Pr onpt F5=Refresh F7=Current date/tine
F9=Retri eve F11=Menu bar F12=Cancel

Step 5 —E-mail the Help Desk with a request for a ticket to CCSUN for an offender that
needs to be reopened from Compact (include offender name, SID# and date offender is
to be re-opened, either date of investigation or date reported on approved RI's). Be
sure to include your e-mail address and phone number so the SUN user will be able to
contact you. SUN will do the following steps.

13.2.2 SUN STEPS:
Step 1 — Admit using RCOM as ‘LOC’ and 6000 as ‘Caseload #' as of the transfer date.

Step 2 — Transfer back to field office location using date offender reported for
supervision or investigation opened (if investigation is on cases supervised before).

OPS - 13 Data Entry Requiring a SUN User
Last Revised on: 1/08/16

13-7




Offender Profile System (OPS) Training Manual

Step 3 — The SUN user will e-mail or call you advising you that you can now admit the
offender to your office.

13.2.3 USER STEPS

Step 1 - Admit the offender using same date as the transfer (re-acceptance).

OoPS2251 Corrections Information Systens 10: 23: 28
MCCARTHY Communi ty Corrections Adm ssion 9/ 22/ 05
Ofender.............. 12345678 TEST, OFFENDER
DOB........ooiiii 4/ 12/ 1975
Current status........ Probat i on
Last location......... RCOM
Rel ease date/tine..... 10/ 20/ 2004 10: 25
Supervision level..... MED

Adm ssion to |l ocation. MIGR Comunity Corrections
Admi ssion date/tine... 10202004 1026
Caseload.............. 3009

Post adm ssion status. PR Probation

LC conviction county..
LC supv status code. ..

Copy PSI data from... S| DNO 00000000
F3=Exi t F4=Pr onpt F5=Ref r esh F6=New admi ssi on
F7=Current date/tine F9=Retri eve Fll=Menu bar F12=Cancel

Step 2 - Make sure the Primary Caseload Screen has updated correctly.

CVB294| Corrections Informati on Systens 10: 25: 01
MCCARTHY W W Casel oad Hi story by O fender 9/ 22/ 05
ID Nunber........ 12345678 TEST, OFFENDER
Location......... MIGR Mul t noneh Gresham O fice

Primary casel oad. 3009
Enter option...
2=Edi t 4=Del et e 5=Di spl ay

Opt Caseload Loc Entry Date Exit Date St at us
To create entry

3009 MIGR 10/ 20/ 2004 PR

6000 RCOM 08/ 08/ 2002 10/ 20/ 2004 PR

3003 MIGR 10/ 04/ 2001 8/ 08/ 2002 PR

3466 MINO 8/ 14/2001 10/04/2001 PR

3400 MINO 8/ 08/ 2001 8/ 14/ 2001 PR

Bott om

F3=Exi t F5=Ref r esh F6=Creat e F10=Pri nt Fl1=Menu

F12=Cancel F15=Secondary casel oads

Step 3 - Update the Work with Offense Screen as needed. (If the type of offense has
not changed, do not start a new offense line, simply remove the closure code on the
offense and extend if needed. If the type is different, add the appropriate type (typically
an | line), and update the status.)

Step 4 — Go to WebLEDS to enter/update EPR.
Step 5 — Contact your supervision fee person to review account.
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13.3 BENCH (BNPB) CLOSURE REOPEN

This process is used for returning an offender to active supervision when the body and docket
were released to BNPB and who will now be supervised on the same docket.

13.3.1 USER STEPS: PRINT THE MOVEMENT/HISTORY SCREEN.

Stepl — Undo the last release by putting cursor on the last housing line.

SYS4021 Corrections Informati on Systens 10: 53: 00
MCCARTHY Movement Hi st ory/ Mai nt enance 8/ 29/ 05

RECORD KEY: 0234607 ** Remar ks* *
O fender.... 12345678 TEST, OFFENDER Curr cycle. 02-03-01
Status...... Di schar ge Location.... DOUG Primary casel oad *None
Posi tion custody/adm ssion cycle... 2 3

--Cycle-- Location --Admission----- ------- Rel ease------------

02 Admi ssion From DOUG 02/06/2001 12/ 26/ 2003 BNPB

02-03 Status: PR 12/ 27/ 2001 12/ 26/ 2003 BNPB

02-03-01 DOUG 12/ 27/ 2001 08: 00 12/26/2003 04: 26 BNPB

Housi ng 12/ 27/ 2001 08:00 12/ 26/2003 04: 26

SANC WKCR 01/30/2002 00: 00 02/25/2002 00: 00

SANC JAIL 04/13/2002 00: 00 04/26/2002 00: 00

Bott om
F3=Exi t F6=I nsert housing F7=Remarks F10=Print Fl16=Casel oad history
F18=Change data F20=W W Movenent s F21=Aut o cycl e/ summary nai nt enance

Press F18 = Change data (Shift F6), tab down to ‘stop date/time’ field and remove the date and
time, using the space bar or the field exit key, press enter. (DO NOT USE THE F14-DELETE
KEY).

SYS403lI Corrections Information Systens (TEST) 10: 57: 06
MCCARTHY Mai nt ai n Movenent Data 8/ 29/ 05
CHANGE
O fender.. 12345678 TEST, OFFENDER
Location... DOUG Douglas County Conmmunity Co

Housing location........ DOUG Dougl as County Community Co
Start date/time......... 12/ 27/ 2001 8:00

Cell nunber.............

Qut count reason/loca....

Stop date/tinme.......... 12/ 26/ 2003 4: 26

F3=Exi t F4=Pr onpt F5=Refresh F6=Creat e

F11=Menu bar F12=Cancel F14=Del et e
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Step 2 — Go to ‘W/W Caseload History by Offender’ screen and make sure the exit date has
been removed. If not, use Option 2=Edit, tab to the exit date field and remove the date, or tab
over to the exit date and use the space bar to remove date. Press enter to process changes.

CVS294| Corrections Information Systens (TEST) 11: 02: 11
MCCARTHY W W Casel oad History by O fender 8/ 29/ 05
I D Nunber........ 12345678 TEST, OFFENDER
Location......... DOUG Dougl as County Conmunity Corrections

Primary casel oad. 7005 DAN ELS, NEIL
Enter option...
2=Edi t 4=Del et e 5=Di spl ay

Opt Caseload Loc Entry Date Exit Date St at us
To create entry

7005 DOUG 2/ 14/ 2003 PR

7017 DOUG  8/27/2002 2/ 14/ 2003 PO

7016 DOUG  7/12/2002  8/27/ 2002 PO

7008 DOUG 12/27/ 2001 7112/ 2002 PO

7008 DOUG 10/04/2001 12/27/2001 LV

7011 DOUG 10/02/2001 10/04/2001 LV

01507 SCal 4/ 03/2001 10/02/2001 I'N

01599 SCcl 4/ 02/2001  4/03/2001 I'N

00599 Sal 3/28/2001  4/02/2001 I'N

01001 MCCF 2/ 16/ 2001 3/ 28/ 2001 I'N

More. ..

F3=Exi t F5=Refresh F6=Creat e F10=Pri nt Fll=Menu

F12=Cancel F15=Secondary casel oads

Step 3 — Go to ‘Offender Release’ screen and transfer (TRAN) offender to BNPB on the date of
original BNPB order.

oPS270I Corrections Informati on Systens (TEST) 11:10: 49
MCCARTHY O fender Rel ease 8/ 29/ 05
PROCESS
Ofender............ 12345678 TEST, OFFENDER * NOTI FI ER *
DOB................. 5/ 25/ 1972 Locati on: DOUG
Status.............. PO Post Prison
Current caseload.... 7005 DAN ELS, NEIL

Cust ody/ Supv | evel .. LOW

Rel ease date........ 03072004 Tinme.... 1300
Rel ease type code... TRAN

Rel ease to | ocation. BNPB

F3=Exi t F4=Pr onpt F5=Refresh F7=Current date/tine
F9=Retri eve Fl11=Menu bar F12=Cancel

Step 4 —E-mail the Help Desk Requesting a SUN ticket and providing the name & SID# of the
offender, and the date to be reopened from bench to formal probation. Include your e-mail
address and phone number so the SUN user will be able to contact you. The Help Desk will
submit a ticket to SUN. Then SUN will do the following steps.
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13.3.2 SUN STEPS:
Step 1 — Admit using BNPB as ‘LOC’ and 6050 as ‘Caseload #'.

Step 2 — Transfer back to field location using date that offender was returned to formal
supervision.

Step 3 — The SUN user will e-mail or call you advising you that you can now admit the offender
to your office.
13.3.3 USER STEPS:

Step 1 — Admit the offender to your county using same date as the transfer. (If Local Control
offender, then admit to ‘L’ location.)

OPS2251 Corrections Informati on Systens (TEST) 11:17: 21
MCCARTHY Communi ty Corrections Adm ssion 8/ 29/ 05
Ofender.............. 12345678 TEST, OFFENDER
DOB........oviiii 5/ 25/ 1972
Current status........ Probati on
Last location......... BNPB
Rel ease date/tine..... 8/ 24/ 2005 8:00
Supervision level..... LoOwW

Admi ssion to | ocation. DOUG Community Corrections
Adm ssion date/time... 8242005 800
Caseload.............. 7001

Post adm ssion status. PR Probation

LC conviction county..
LC supv status code. ..

Copy PSI data from... S| DNO 00000000
F3=Exi t F4=Pr onpt F5=Ref r esh F6=New adm ssi on
F7=Current date/tine F9=Retrieve Fl1l=Menu bar F12=Cancel

Step 2 - Update the Work with Offense screen as needed. If offender remains on probation,
remove the closure code and extended P line to new expiration date. If P line revoked,
change closure code & date to VIOL and revocation date and add ‘L’ line.

Step 3 - Make sure the Primary Caseload Screen has updated correctly.
Step 2 — Go to WebLEDS to enter EPR.

Step 3 - Contact your supervision fee person to review account.
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13.4 ADDING AN ORS TO THE ORS TABLE

OISC (Offender Information and Sentence Computation) maintains the ORS Table in
CIS. If the crime you need is not listed on the ORS table, send an email to the Help
Desk and ask for a ticket to OISCSUN. Include the ORS #, description and crime class.
A copy of the court order is very helpful.

That being said, if the ORS you are looking for is ‘Attempt to commit ...." you need to
find out what crime the offender attempted to commit and look for that ORS # on the
table. Check with the JA or DA for assistance if it's not clear on the court order. Once
you have the crime’s ORS # look on the ORS table for the crime and the Attempt. If
that ORS is not on the table, send a request to the Help Desk for a ticket to OISCSUN.
Be sure to include the actual ORS #, description and crime class and OSISCSUN will
add the ORS for the crime and the ORS with the ‘X’ extension which denotes the
‘Attempt’ version of the crime. (Example: Attempt to commit ORS 164.057 Theft |
Aggravated (BF) is ORS 164.057X, Theft | Aggravated Attempt (CF).)

Never use the Inchoate field for ‘Attempt’ crimes. Inchoate is only used for Solicitation
and Conspiracy after selecting the ORS for actual crime, i.e., murder, theft, assault.
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OPS CHAPTER 14 — Odd Scenarios

Though this manual has indeed covered almost every aspect of the what and how to of
our business practices, there will always be the data entry situation that requires a little
creativity. As these odds and ends crop up, we will use this chapter as a place to store
these scenarios and how the many creative minds that make up SOON set about
adapting it to our programming. In most all cases an F-8 Offense Note explaining the
reason for the “creative” change is recommended. The intent of this section is not to
promote that all of the situations presented are appropriate business practice, but is
intended to answer the question of how to deal with a situation after it is happened.

Please keep in mind that every “odd scenario” that arises cannot go into this manual. If
you come across an unusual data entry challenge that you can’t find the answer to in
this manual, please consult the SOON group via the email distribution list.

14.1 Felony reduced to a Misdemeanor at time of sen  tencing

OPS Chapter 12.10 addresses the Felony treated as a Misdemeanor scenario, Felony
to have Misdemeanor treatment upon successful completion of Probation scenario, and
Felony reduced to a Misdemeanor at some point during the probationary term
scenarios.

There is often confusion when a court order is received and the court has reduced the
felony to a misdemeanor at the time of sentencing. Different counties’ courts use
different language, so be careful.

If an order references ORS 161.570, that is a clear indication of FMP status (Felony
treated as a misdemeanor) by definition of the ORS.

Some counties use the term reduced, but their intention is to have the felony be treated
as a misdemeanor. Benton County is an example of this. The sentencing part of the
order will only mention the felony ORS and the name of the felony crime, but say it is
reduced to a misdemeanor. Because we are familiar with our court’s language and
intent, we know this is FMP status.

If a court wants the felony charge reduced to a misdemeanor (not just treated as one)
the language should be very clear and include the name and ORS of the felony, the
language reduced to, and the name and ORS of the misdemeanor. When you find clear
language like this, the crime is entered as a misdemeanor and there is no mention of it
as being a felony in DOC400, because the court has ordered it to be a misdemeanor
from the start.

If the jJudgment language is vague, the court’s intent is not clear, and you are not
familiar with the language your court uses, check with the DA’s office or court to be sure
of their intent.
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14.2 Conditional Discharge Revoked and Reducedtoa  Misdemeanor

Step 1 — Close FCD line to CONV as of date of order.
Step 2 — Add P line same date.
Step 3 — Put a “2” on the offense line and change the Felony=Misdemeanor to Yes.

NOTE: Don’t get confused by the term reduced here. Follow the same logic and
direction offered in 14.1. Since you are working off the same docket entry, adding the
CONV closure, and opening a new probation line - the original charge remains felony
and turns into an FMP even though the judgment language may use the “reduced” term.

If the charge is reduced to a misdemeanor and revok  ed with no probation or local
control , then on the offense line change the felony=misd to Y for yes, and close the
sentence line to CRTR.

14.3 Offender opting out of Drug Court or other tre  atment program that has no
conviction

We are all familiar with the data entry practices when a conditional discharge is revoked
and the supervision is converted to a probation, but when a we receive an order from a
court that has an offender opting out of a program with a hearing pending it is confusing.
At this point until the court makes a decision on what to do with the offender, i.e.;
sentence to probation, terminate supervision, reinstate to the same or other program
there is nothing for us to do with the data entry.

14.4 Reverse and Remanded

When a court sends an order that the previous conviction has been “reversed and
remanded” it means the case is now on appeal. If the order specifies the offender is on
unsupervised appeal, close the body to USAP (unsupervised appeal), when (if) a
resentencing order is received then the offender is admitted back to supervision as of
the date of the sentencing order, the original offense line is closed to RSNT and a new
sentence line is entered.

14.5 Sanction End Date is greater than the Max Date

When an offender has been given a sanction that exceeds his max date the DOC 400
will not let you expire out the offender and gives you an error code similar to “SB 1145
Status Date greater than Release Date.” In a case like this you would close the
sanction movement, offense line, and the body out to the original sentence expiration
date and make an F8 note explaining the situation. Also have the PO chrono what
happened.
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14.6 Local Control L Sentence showing as L?? or F??
Step 1 — Put a “2” on offense line.

Step 2 — Tab to Sent Guide, change to Y.

14.7 Expired offense conditions still showing on a kardex

Prior to July 1, 2003, our policy was to delete all conditions when a count was expired
out, thereby removing them from the kardex. Since that time all conditions from a closed
offense line closes to a subset file automatically. Occasionally an odd condition will
show up on a kardex from an old offense. There are two ways to remove the orphan
conditions. One, and the easiest, is to put an 8 for conditions on the offense line of the
old offense and check to see if any conditions were overlooked and not deleted
originally. Enter a 4 to delete and press enter. If the case closed out prior to July 1,
2003 it is safe to delete the condition . If the offense was closed after 2003 then
simply remove the closure date and code to reopen the offense and then reclose, this
will cause any orphan conditions to go to the subset table.

14.8 Offender on outcount IMMI, REVP, or INAC and a case expires and status
change is necessary
(Message on bottom of screen “status does not matc h offenses”)

Step 1 — Go to Admissions and admit offender back to active supervision.

Step 2 — Close the expired case.

Step 3 — Change status to reflect new status.

Step 4 — Release back to IMMI, REVP, or INAC outcount one minute later than admit
time.

14.9 Compact probation case closed to COMP comes ba  ck as parole case
After the RCOM movement is complete:

Step 1 — Admit to PA status

Step 2 — Leave FPRC line closed to COMP

Step 3 — Put a “7” to add sentence

Step 4 — Add an “I” sentence with new parole sentence

14.10 Offender is a company rather than an individu  al

On the offender description screen, enter sex as Male.
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14.11 Probation ordered with partial consecutive te  rm of probation

Step 1 — Enter offense as usual with the first “P” line showing the concurrent probation
term.

Step 2 — Enter second “P” line with the consecutive sentence term. On the “CS to” line,
put in the offense number (OFF#) it is consecutive to. The system will calculate the
correct max date.

14.12 Probation closed to expire and reinstated at later date due to restitution
still owed

Step 1 — Go to previous cycle and remove count number from offense.

Step 2 — Open new cycle with same case number with the count number.

Step 3 — Enter an F8 note with explanation of two cycles with same case number.
14.13 Bollinger Cases

* For crimes committed prior to 7/21/81, inmates can refuse parole and serve out
the remainder of the Matrix sentence until the good time date. If they did, their
sentence will expire on the good time date. Sentence termination code =
EXPI. If that is all the offender has, the custody cycle will also close to
EXPI. These should typically happen while the inmate is in an institution so will
be handled by DOC.

* For crimes committed from 7/21/81 and prior to 9/20/85, the inmate can also
refuse parole and serve out the remainder of the Matrix sentence until the good
time date, but these inmates are subject to a 6-month period of “parole-like
supervision” following their release from DOC. Sentence termination code =
EXPI 6 months after the good time date. Again, if that is all the offender has, the
custody cycle will close to EXPI . This will usually happen while the offender is
on supervision in the community so Community Corrections will handle the
sentence and body closure.

» Essentially, these offenders are serving out their sentences fully, less good time,
So it is not an early closure. It is an expiration.

For your information, the closure code of REPA was for inmates with crime dates prior
to 9/20/85 who refused parole but were not allowed to. After the Court decision in
Bollinger v. Board of Parole was handed down, these inmates/offenders sentences
were updated to reflect the prior parole refusal. Here is what the Board’s internal
instruction says:

The BPPPS identified and if necessary, discharged from the relevant
sentences, inmates who committed their crimes before September 20,
1985, who attempted to refuse parole, whose statutory good time dates on
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the sentences have passed, and who were either out on parole or were
revoked back into DOC custody.

If an inmate was out on parole at the time the BPPPS discharged the
inmate’s Bollinger sentence, the PTA enters the BPPPS’ discharge date
as the termination date of the sentence and codes the termination as
“REPA.H

If an inmate was in DOC custody (parole violation) at the time the BPPPS
discharged the inmate’s Bollinger sentence and the inmate had no other
DOC sentences, the PTA enters the date that the inmate physically
releases from custody as the termination date of the Bollinger sentence
and codes the termination as “REPA.”

This closure code was used for those affected inmates/offenders immediately following
the Bollinger decision. PTAs handled all of these at the time which is why it is an
Institution code, even if some of the offenders were out on supervision when the closure
happened. Itis not a code that we would use now.

14.14 Felony Probation terminated, sentenced to jai |, but no PPS ordered

Use the RTNS closure code. Think of the ordered jail time as a “straight sentence”
rather than a sanction. This code can be used to close an offense and/or the body.

14.15 Resentencing changes expiration date prior to current date of notice

If the board recalculates a sentence based on an appeal and the new expiration date is
prior to the begin date of the PPS line, the system will not allow you to close the
sentence line or body to a date prior to the PPS begin date; therefore, you would use
the date you received the notice from the board and use F8 notes to explain the
discrepancy.

For example: an offender’s prison term is resentenced and his new POST date is
09/24/2013, and his PPS would also start running that date; but then on 12/12/2013
after reviewing their calculations the board determines his expiration should have been
11/26/12 and on 12/12/2013 issues a Notice of Expiration with the 11/26/2012 as the
date of expiration. Since you can’t enter an expiration date (11/26/2012) that is prior to
the start of the last PPS O line (09/24/2013) you would close the sentence and body
with the date you received the notice (12/12/2013). Remember to include a
comprehensive F8 note.
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14.16 Probation extending in error, judgment issued later with earlier expiration
date

If you have a case where the court issues a judgment that spells out an expiration date
that overrides a previous PV judgment extending probation, and if the judgment clearly
spells out the desired expiration date — use the date of the most recent order as the
expiration date. Be sure to include an F8 note to explain the discrepancy.

Example: Probation was extended with a PV judgment to 05/05/2014. The next PV
judgment signed by a judge on 05/28/2014 indicates probation should not have been
extended and orders probation expired as of 07/24/2013. Even though the P line was
previously extended and shows an scheduled expiration of 05/05/2014, close the line to
EXPI with a date of 07/24/2013. Remember to include a comprehensive F8 note.
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OPS CHAPTER 15 - SB1145 Data Entry

Please read entire section before you begin!!!

These scenarios have been designed to assist you in the entry of data for some of the
most common Local Control situations. For more information on policy issues for
SB1145, refer to the Local Supervisory Authority Manual, which can be found on the
Networking Groups page under Other Miscellaneous Manuals.

Screen prints with directions will walk you through the following scenarios: Felony
Probation Revocation, Post-Prison Supervision Revocation, Parole Revocation and
New Felony Local Control Sentence(s).

The last section contains information on Less Common Sentencing Scenarios, Local
Post-Prison (SB156), Level Ill Sanctions, Central Records, Extraditions and the Old
PPS Stop/Start Practice.

A Release Plan should be developed so a PPS Order can be created. If the offender is
under the jurisdiction of the Parole Board, a release plan is not necessary on new local
control cases or probations revoked to local control. The Board does need a copy of the
sentencing order (either new or PV judgment) and the release date (calculated by the
jail which may include time served credits, work credits, and good time credits) for that
local sentence. Please email the release date and sentencing order to:
Orders.BOPPPS@doc.state.or.us. Email is the preferred method, but if you must fax,
send to 503-373-7558. If the offender is under the jurisdiction of the Local Supervisory
Authority, the Supervisory Authority (Community Corrections Office) for the county of
conviction creates the Release Plan and PPS Order and forwards same to the
supervising county.

It is a county by county decision whether to request the file and/or EPR if the offender is
under the jurisdiction of another county’s Local Supervisory Authority. If the offender is
under your county’s Local Supervisory Authority, change EPR RTP field to FLC and
other fields as necessary.
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15.1 Felony Probation Revocation

All felony cases revoked to “prison” for one year o r less after 1/1/1997 should be made
Local Control. If the judge states “no post prison ,” LC supervision is to be served and
the local sentence closed to EXPIl. On cases whose  original sentence was not subject to
sentencing guidelines, you would enter SG: N. Some felony cases can be sentenced to
“straight jail” with no PPS; see pages 15-31 and 15  -32 —these are not entered in CIS as
local control sentences.

In addition, all felony probations sentenced prior to 11/1/1989 can be sentenced to local
control. According to Bill Penny, “In reality, Matr ix probation revokes should be
sentenced to ODOC, but most get the 6 months or les s revoke.” For these cases, “they
are revoked and closed to ‘VIOL’, the L sentence is added, but it is not given PPS.”

15.1.1 Step 1: Admit to 'L' Location (Jail)

NOTE: Offender must have started his/her local control time before you can enter into
CIS. Sometimes this means entering the jail, sometimes it does not. The Local
Supervisory Authority must determine that the sentence has begun prior to doing the
admission data entry in CIS.

To begin, go to your Admissions process from your main menu. When admitting to
Local Control, this process works much like the institution’s admission process, in that
you do not have to release the offender from his previous status before you can admit
him/her. The following screen is the first step in the Admissions process:

OoPS2251 Corrections Informati on Systens (TEST) 12:13: 17
MCCARTHY Communi ty Corrections Adm ssion 8/ 30/ 07
Ofender.............. 12345678 O f ender, Test
DOB...................

Current status........ Probat i on
Last location......... LANE

Rel ease date/tine.....

Supervi sion level..... LOW

Admi ssion to | ocation. LLAN
Admi ssion date/tinme... 01011997 0800
Caseload.............. 6530

Post admi ssion status. LC

LC conviction county.. LANE
LC supv status code... JAIL

Copy PSI data from... S| DNO 00000000
F3=Exi t F4=Pr onpt F5=Ref r esh F6=New admi ssi on
F7=Current date/tine F9=Retrieve Fl1l=Menu bar F12=Cancel

Figure 1: Community Corrections Admission Screen

Please note the field “Post Admission Status” no longer defaults to PR for Probation
status. “LC Conviction County” and “LC Supv Status Code” are fields to be used only for
offenders convicted and sentenced under SB1145. Most fields in the Admission screen
are promptable with the F4 key if you do not know the correct code to enter.
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» Admission To Location: If the offender starts Local Control time in a jail, this field
must be changed to a location code beginning with “L” (all county Jail codes begin
with “L”) that represents the actual physical location of the offender. In most cases
this would be the ‘Supervisory Authority’ for the offense that received the Local
Control sentence, but could be another county jail location if the offender is currently
housed in a different jail and will be serving the local control sentence there; often
this occurs when sentences are concurrent or when the offender is sitting in jail
awaiting trial in that other county.

If your county rents jail beds from another county and the offender is in a rented bed
that your county is paying for and your jail considers that offender to be an inmate in
your jail (just out at a different location), then you do NOT put the offender in the
actual L location, instead use your own L location. Funding is based on the L
location of the offender in CIS, so if you are paying for a rental bed, you want the
funding; therefore, admit to your L location.

In this example you admit the offender to the Lane County Jail because the offender
was revoked on a Lane County probation and is physically housed in the Lane
County Jail, thus you choose “LLAN.”

» NOTE: There is an F4 prompt on the “Admission To Location” field. Once you get
there, you will see only the “C” locations (the community corrections field office
codes). You will need to tab to the “Type” field and change the “C” to an “L” to see
the codes for the county Jails (those that begin with “L”).

» Admission Date/Time: This field must correspond with “Sentence Begin Date.” For
instance, if the offender was sentenced on Friday, January 3, 1997, but the judge
ordered him/her to report on Monday, January 6, 1997, to begin serving his/her
sentence, then 01/06/97 would be the Admission Date.

» Caseload: You may choose the caseload number of the officer(s) assigned to your
Local Control Caseload, or create one specifically for Local Control offenders within
your location’s series of numbers. For example, Polk County Community
Corrections’ series of numbers is 9100 to 9199. Staff could create caseload 9170 as
their Local Control caseload.

Post Admission Status: When admitting to Local Control the code must be 'LC’

LC Conviction County: This field requires the County location code representing
the Supervising Authority (county of current Local Control conviction).

» LC Supv Status Code: This field represents the current status or ‘program’ of the
Local Control Offender. In this case, the offender is curr