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Welcome To The 
Corrections Information Systems! 

(CIS)

CIS combines:
ISIS (Integrated Supervision 
Information System
OPS (Offender Profile 
System) and 
CMI (Case Management for 
Institutions) 

into one system



Starting CIS
CIS is a DOC 
application that runs 
on an IBM AS/400 
(DOC400) computer 
network
Find the DOC400 icon 
on your desktop and 
double-click to access 
the CIS program



Client Access Logo 
The AS/400 is a separate 
computer network that is 
accessed via the Microsoft 
Windows network
Client Access is the 
application that allows 
Windows to communicate 
with this network
When this Client Access 
logo appears, 
communication has been 
started
The logo will close 
automatically



Connect To AS/400
A Windows dialogue box will prompt 
you to enter your account 
information before the connection to 
the DOC400 can be completed
Type your assigned User ID and 
press the tab key
Type your password and press the 
enter key (or use your mouse to click 
on “OK”)
Do not share your password
Do not ever log in to the system for 
another user
For log in assistance, call the ODOC 
help desk at (503) 378-8833

Remember: The 
AS/400 is a separate 
computer network.  
You will be assigned 
the same User ID on 
both networks, but the 
passwords are 
separate.  If you have 
changed your 
password on one, it 
has not automatically 
changed on the other.



Change AS/400 Password
Your AS/400 password is 
set to expire after your 
first log on
Your AS/400 password is 
also set to expire if it is 
has been in use for more 
than 90 days
If your password has 
expired, you will see a 
message that asks if you 
would like to change 
your password now
You must select Yes in 
order to continue with 
the connection to the 
AS/400

AS/400 password Rules:

6 – 10 characters

At least one digit

At least one alphabetic character

The first character must be 
alphabetic

A password cannot be reused if it 
matches any of your previous 32 
passwords



Change AS/400 Password
The Change AS/400 form will open
The cursor will be in the field for the old 
password
Type your old password and press Tab to 
move the cursor to the field for the new 
password (as you type, the characters in 
your password will be shown as asterisks

Type your new password and 
press tab again
Confirm your choice for a new 
password by typing it again
Press Enter when you have 
completed the form



Change AS/400 Password

A message will  be 
displayed when the 
password has been 
accepted

Common Error Messages

This is the 
message 

shown when 
the password 

contains a 
disallowed 
character



Change AS/400 Password
When you change your 
AS/400 password, it will be 
set to expire in 90 days
When your password is 
nearing the expiration date, 
a notification will appear 
each time you sign on to 
the AS/400
You are encouraged to 
change your password 
before it actually expires; 
this can reduce the 
possibility that you will 
need technical assistance in 
order to access your 
account



Sign On To AS/400
When connection to 
the DOC400 has 
completed, the 
monitor will display 
the DOC400 sign on 
screen
To sign on, type 
your User ID, press 
Tab, type your   
password and press 
enter
The remaining fields 
on the DOC400 sign 
on screen can be left 
blank



CIS Main Menu
Your CIS Main menu will 
open
Your User name will appear 
in the upper-left corner of 
the screen
The name of your main menu 
will be shown above your 
user name
All the options on your main 
menu are numbered on the 
left side of your screen
When you see the word 
‘more…’ at the bottom of 
your screen, press the page 
down key to view additional 
menu options



Accessing Other Menus
To access other menus from 
your CIS initial menu…
Type “menu”, space and the 
menu name at the selection 
line
If you do not know the 
menu name, press F4 
(Prompt) and a window of 
available menus will appear
Press Page Down until you 
can see the menu you want 
to use
Move the cursor to the 
menu you want by using the 
tab key and press the enter 
key to open the menu

Tip:  Most menus used in the 
institutions begin with the letters 
“IN”.  You can type IN on the 
“Position to…” line and press Enter 
to quickly scroll the list to this area



Returning To Your Initial Menu

To return to your initial 
menu from this window or 
from another menu…

Simply press F12 (Cancel)



How To Access The Menu Bar

Access the menu 
bar by pressing 
the F11 key
The menu bar 
appears at the 
top of your 
screen with four 
additional menus



Using The Menu Bar
You can open only the 
highlighted menus on 
the menu bar
The highlighted menus 
will change as you 
change between the 
options selected from 
your main menu
Type the number which 
corresponds to the 
menu desired, as 
follows……



Using the Menu Bar

1-Active 
Jobs
2-WS 
Options
3-Process 
Step
4-Info 
Windows
Do not press the 
Enter key



Using the Menu Bar

A drop-down 
window with 
a list of 
options will 
appear
Type the 
letter of the 
option you 
wish to use



Changing Assigned Printer
Menu 2 (WS Options) 
contains an option to 
“Change Assigned Printer 
Since the DOC400 is a 
separate network, you 
must tell this network 
where you would like your 
print requests to print
Type the letter that 
appears at the left of this 
option if you would like to 
check or change the 
printer for your DOC400 
prints



Changing Assigned Printer
The DOC400 printer is 
changed within the 
DOC400’s Operation 
Functions utility
When the utility opens, 
the curser will be located 
on the Option line
Press the Tab key twice 
to move the cursor to 
the line in Option 6 that 
contains the printer’s 
name

NOTE: If you do not know the printer’s system name, look for a label on the printer’s 
case.   The label should show the printer’s system name. Typical names for network 
printers start with letters representing the institution and end with letters representing 
the department where the printer is located.  Example names for network printers are 
EOC22385P (EOCI printer) SRCITRAIN (SRCI Training), TRCIPROG (TRCI Programs).



Changing Assigned Printer
Type in the system 
name for the printer 
you would like to use
After filling in the 
printer name, use the 
tab key to move the 
cursor to the Option 
Line
Choose Option 6 
(Change Printer) by 
placing a 6 on this line 
and pressing enter

1.

2.



Changing Assigned Printer
If the change was 
successful, a 
message will 
appear at the lower 
left of the screen 
telling you that 
your user profile 
was changed
If the change was 
not successful, 
contact the ISSD 
Helpdesk for 
assistance



Changing Assigned Printer
Press the F3 or 
the F12 function 
key to leave the 
Operation 
Functions utility



Using Info Windows 
(Offender Information)

When you have selected “Offender 
Information” from your main CIS 
menu, and used the F4 key to 
select an offender from the list, the 
initial information window will show 
the Public Information
To see additional information, Press 
F11 to open the menu bar
The “Info Windows” option will be 
one of the highlighted options on 
the menu bar
Type ‘4’ at the upper left corner of 
the Info Windows display
Type the letter next to the info 
window you wish to see (no enter
key is required)



Using Info Windows 
(Offender Information)

The selected information 
window will be displayed 
on the screen
When you have finished 
viewing this information 
window, return to the 
Info Windows menu by 
pressing F12 or the 
enter key
Select another item or 
press F12 or enter to 
exit the Info Windows 
menu



Opening Active Jobs
Many CIS menu options 
may be opened, then 
‘saved’ as an active job

While in an open menu 
option selected by its 
number, press the “Esc”
key

That menu option is then 
displayed on the right side 
of your menu prefaced by 
a letter



Access Active Jobs
The system will save 
your work within the 
active job while you 
interrupt it to attend to 
another task
To return to any active 
job, type the letter 
that appears next to 
the active job on the 
right side of your 
menu and press the 
enter key



To End an Active Job

When you are 
finished using any 
active job press 
the F3 key (Exit)

A message will 
appear asking you 
to confirm ending 
the active job



To End an Active Job (Cont.)

Press <enter> 
to end the 
active job
Or type (N) 
over the default 
(Y) to keep the 
current active 
job open



Use of Function Keys

Function keys 
are located at 
the top of your 
keyboard with an 
‘F’ before a 
number



Function Keys (Cont.)

A list of the 
function keys and 
their assigned 
actions is  
displayed across 
the bottom of 
each CIS screen
Do NOT press the 
enter key with a 
function key



Standard Function Keys in CIS

F1=Help
This function key and 
its assignment are not 
normally shown on 
the screen even 
though it is available
Place the cursor on 
the object in question 
and press F1 to show 
more information 
about the object you 
selected



Standard Function Keys
F2 (Audit Stamp)
This function key 
assignment is also 
not normally 
shown on the 
display
Press this key to 
show the User ID 
of the last person 
who changed a 
record



Standard Function Keys

F3 (Exit)
Ends your 
current task 
and returns 
the display to 
the menu 
from which 
you started



Standard Functions Keys

(F4 )Prompt
Displays a  list 
or a table of 
options to help 
you fill in the  
selected data 
area



Standard Function Keys

F5 (Refresh)
Clears the 
screen and 
allows you to 
add additional 
information



Standard Function Keys

F12 (Cancel)

Returns you to 
the previous 
option or display



Standard Function Keys
F24 (More keys)
When displayed this 
indicates there are 
additional function keys for 
the program; press F24 to 
show the additional keys
A PC keyboard only has 12 
function keys
For Function keys F13 to 
F24, holding down the shift 
key will add 12 to the 
Function key number (F1 
becomes F13, F2 becomes 
F14 etc 



Signing Off of The DOC400
When you have 
finished using the 
DOC400, return to 
your main menu 
and press F3 (Exit)
You can also sign 
off by typing 90 on 
the Selection line 
and pressing Enter 
(Option 90 is the 
sign off option on 
the menu)



This Presentation Created By

Judy Morrison
Oregon State

Department of Corrections
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