
Field Automation Users Group (FAUG) Representatives Manual 
 
 
 

Contributing to an effective partnership between the Oregon 
Department of Corrections and the county community corrections 
agencies by providing a statewide information system and reliably 

addressing the changing needs of field system users. 
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Field Automation Users Group (FAUG) 

 
Purpose/Overview 

The Field Automation Users Group (FAUG) is a crucial support tool to incorporate statewide 
policies and procedures that efficiently and reliably addresses the changing needs of field users. 
This group provides flexible training and user support at the local level, sets standards, and 
ensures the consistency and usefulness of AOS information that is available statewide. FAUG 
provides continuous improvement of field automation through communication between county 
Community Corrections agencies and the Oregon Department of Corrections. 

 
FAUG accomplishes this mission by increasing our knowledge of and implementing the policies 
and procedures created, sharing information and expertise, and promoting statewide support 
and staff participation. Committee members share perspectives and valuable information from 
their counties. The sharing of information among committee members allows the members to 
get a clear picture of the statewide database system. When voting or prioritizing FAUG needs, 
committee members consider what is best for all users and not individual needs. 

 
Roles and Responsibilities of FAUG Representatives 

• Responsible for analyzing identified issues, proposed changes, or concerns and providing 
recommended solutions to OACCD 

• Point of contact for DOC, outside agencies and other FAUG members 
• Responsible for system maintenance within their counties 
• Responsible for maintaining and updating the Treatment Module in CIS 
• Responsible for returning structured sanctions to pending status in the Sanction Module in 

CIS 
• Responsible for appropriate deletion of case plans in the DOC LS/CMI database 
• Responsible for updating polygraph records to correct test date, type, and results, and 

deleting records entered on the wrong person or in error 
• Develop long-range plans for development of service requests/projects to meet agency needs 

to further enhance use of CIS, OMS and the tracking of adults on supervision (AOS) 
• Prioritize service requests and projects with DOC 
• Participate in user testing for service requests or provide a list of other users from respective 

county that can participate. Provide training and information within respective counties as 
well as other county offices 

• Creates and maintains document templates 
• Create, update, and maintain system manuals 
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Definitions 

1. Adult in Custody (AIC): Any person under the supervision of the Department of Corrections 
who is not on parole, probation, or post-prison supervision status. 

2. Adult on Supervision (AOS): Any person under the supervision of a local community 
corrections agency who is on probation, parole, or post-prison supervision status. 

3. Corrections Information System (CIS): Primary system for maintaining AIC/AOS data. Also 
known as DOC400, and AS400. 

4. DOC Community Corrections Coordinator: Department of Corrections Community 
Corrections Division Coordinators who provide training and support to the local community 
corrections offices with things such as data entry, training, or technical support with CIS and 
OMS. 

5. Oregon Association of Community Corrections Directors (OACCD): OACCD Membership 
consists of the Director of each County Parole and Probation office in the State of Oregon 
who meet bi-monthly. 

6. OACCD Charter Groups: Fee Supervision Network (FSN), Statewide Office Operations 
Network (SOON), Family Violence Supervision Network (FVSN), Sex Offender Supervision 
Network, and Field Automated User Group (FAUG). 

 
7. Offender Management System (OMS): Web based data system that interacts with CIS for 

AOS release planning, case management, and risk screening tools. 

 
Document Templates 

FAUG representatives are responsible for creating and maintaining templates and merge 
documents for their offices. They will ensure that the most recent process for accomplishing 
these duties will be shared with their offices. 

 
Create Templates 

 
Starting with a blank document or letterhead document. 

 
1. Open Word document (either blank or letterhead) and attach the data source 

a. Mailings Tab 

b. Select Recipients 
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2. Use existing list 

 

 
3. Select the docsum.txt file (wherever your agency saves it) 
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4. Insert Merge Field will now be available 
 

 
5. Insert your fields into Document. The complete list of merge fields can be located on 

pages 10. 

6. Once your document template is complete with all your merge fields 

a. Select Start Mail Merge 

b. Select Normal Word Document 
 

 

 
7. Save file as a Macro Enabled Template 
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8. Press Alt + F11 to open VBA script field 
 

 
9. Copy and Paste the following code into the blank window for “ThisDocument”. The 

second line of script (highlighted below) is the pathway to where your docsum.txt file 
lives. You will need to update this line with the correct folder pathway. 

Private Sub Document_New() 
 

DocSumPath = "c:\temp\DOCSUM.TXT" 

ActiveDocument.MailMerge.OpenDataSource (DocSumPath) 

ActiveDocument.ActiveWindow.View.ShowFieldCodes = False 

With ActiveDocument.MailMerge 

.ViewMailMergeFieldCodes = False 
 

.DataSource.ActiveRecord = wdNextRecord 
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End With 

End Sub 

Function MyDocuments() As String 

Dim objFSO As Object 

Dim objShell As Object 

Dim objFolder As Object 

Dim objFolderItem As Object 

Const MY_DOCUMENTS = &H5& 

Set objFSO = CreateObject("Scripting.FileSystemObject") 

Set objShell = CreateObject("Shell.Application") 

Set objFolder = objShell.Namespace(MY_DOCUMENTS) 

Set objFolderItem = objFolder.Self 

MyDocuments = objFolderItem.Path 

End Function 
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10. Click Save icon and close script 

11. Save the document and close 

12. The document is now available for users to use. 



- 10 - Rev  05/01/25  

DOCSUM Codes 
 

Caseload Number Sentencing Judges Comm Service Balance 

PO name Case Docket No Crt Ord Fin Obl Tot 

Responsible Location DEF ATTY NAME Crt Ord Fin Balance 

ID Number DA NAME Crt Ord FINE Obl Tot 

Name Title DA Case No Crt Ord FINE Balance 

Last Name Sentence Type Crt Ord REST Obl Tot 

First Name Sent Begin Dates Crt Ord REST Balance 

Middle Name Sent Expi Dates Restitution Amount 

Name LFM LC Sent Length Victim Name 

Name FML LC Cond Codes Victim Address 

Birthdate Cond Description Treatment ID 

Current Age Current Status Refer Date 

Sex Inst Risk Assess Date of Entry 

Race Comm Supervision Lvl Exit Date 

Race Description Risk Assess Total Exit Code 

Height Sex Assess Total SCAR MARK OR TATTOO 

Weight Sex Assess Level/Last Updated by LSCMI SCORE 

Hair Color Stat 99 Tot LSCMI HISTORY 

Eye Color Stat 99 Lvl/Last Updated by LSCMI EDUCATION 

Social Security No Pred Sex Off LSCMI FAMILY 

Drivers License No Admission Date LSCMI RECREATION 

FBI Number Cell Number LSCMI ASSOCIATES 

Home Phone Proj Inst Rele Date LSCMI DRUG 

Work Phone Parole Release Date LSCMI ATTITUDE 

Cell Phone Max Sentence Date LSCMI ANTISOCIAL 

Home Address Line 1 Inst ReleDt PO Email Address 

Home Address Line 2 Max Incarceration Dt WRNA Total Score 

Home City SG Earned Time Date WRNA Adult Abuse 

Home State Minimum Date WRNA Antisocial Friends 

Home Zip Code Classification Date WRNA Child Abuse 

Mail Address Line 1 History Risk WRNA Criminal History 

Mail Address Line 2 Last Office Visit WRNA Educational Needs 

Mail City Last Monthly Report WRNA Employment Financial 

Mail State Next Office Visit Dt WRNA Mental Illness 

Mail Zip Code Next Office Visit Tm WRNA Physical Abuse 

Mail City State Zip Tent Parole Disch Dt WRNA PTSD 

Last Home Attempted Supv Fee Monthly Amt WRNA Sexual Abuse 

Last Home Completed Supv Fee Balance WRNA Substance Abuse Current 

Crimes Offenses Total Fee Balance WRNA Substance Abuse History 

Grid Score Last Supv Paid Date Record Key 

Counties of Convictn Comm Service Total  
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Treatment Module 

 
FAUG Treatment Module Business Rules 

FAUG in agreement with OACCD has adopted the FAUG Treatment Module Business Rules. The 
purpose of these rules is to document the agreed upon format and support responsibilities by 
FAUG representatives in maintaining the list of treatment programs within each County. The 
following instructions contains those business rules along with instructions to perform the 
tasks. The Treatment Module Business Rules are attached to the PO Manual for full review. 

 
Treatment Program Search and Entry 

1. Only FAUG representatives or other designated county representatives can update the 
directory of programs. 

2. Each FAUG representative is to enter program information if the program is physically 
located in their county, even when used by another County. 

3. The directory must be searched to ensure the program is not already listed prior to entering 
a new program, including sub-setting to search for expired programs. This includes web 
based programs and out of state programs.  

a. To access the Treatment programs window: from the CCPPO menu, select option #3 
W/W Treatment Programs. If your main menu defaults to CCSUPPORT, from the 
selection line type Menu (space) CCPPO and enter. This will take you to the CCPPO 
menu. 

 
b. Once in the W/W Treatment Programs window, there are two ways to search for a 

treatment program. 

i. Option 1: From the Position to field (upper right-hand corner) enter the program 
name. You can enter a partial name or service area to search, you do not need to 
enter the entire program name. Example: enter UMAT and it will direct you to that 
section of the programs list. 
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ii. Option 2: Use option F17=subset to set the search criteria. 
 

 
c. If the program does not exist, you may enter the new program. From the W/W 

Treatment Program window use option F6=Create and follow the established rules 
below for entering a new program. 

4. When adding a new program, the Program ID (12 character spaces total) always begins with 
the four letter County code, then a dash (-) , and then an abbreviation of the program name 
(see diagram below). To enter an EVAL only treatment type please refer to the EVAL section 
below. 

 
a. Be sure there are no spaces in front of or following the dash as that will affect how the 

programs are displayed alphabetically. 

b. Use caution when entering the Program ID, once you save it, it cannot be changed. 
Programs entered incorrectly will have to be expired and a new entry made. 

 
5. All fields on the Community Treatment Program entry screen are to be completed. 

6. Comments should include information such as: level of service, accommodations for 
children, fees, etc. 

7. The average duration of the program is required so that reports can be generated, or sub- 
sets used that list AOSs with no exit date but that are past the average duration of the 
program. 
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8. Programs are to be entered in the county of the program’s address. The same program is 

not to be entered under each county that uses it, except as detailed in #10 and #11 below. 
 

9. The service area field must match the Program ID, i.e. if the Program ID is BAKR-BLU, then 
the service area must be BAKR. 

10. If the program has two or more separate physical locations in more than one county where 
treatment is delivered, the program is to be entered under each county. 

 
11. If the program serves a county but does not have a permanent address in that county the 

program is to be listed only under the county where their physical address is. 

12. Any FAUG representative may enter an Out-of-State provider but must use, OOS- plus the 
two-letter state code and then a space before entering an abbreviation of the program 
name (OOS-WA XXXX) in the Program ID field. 

13. Web based programs that don’t have a physical address can be added by any FAUG 
representative starting with WEB- then an abbreviation of the provider’s name. An example 
would be if the AOS takes on-line treatment classes from home. Must include the web 
address in the comment section.  

14. If the AOS must report to a physical address to do an evaluation, assessment, or the on-line 
treatment, the program should be entered following the above steps in the appropriate 
county. 
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15. Private programs are defined as obscure programs that are not contracted by a community 
corrections agency and do not routinely offer services to corrections clients; i.e. a private 
doctor or provider who is billing a client’s insurance company, or a client’s employer 
provides coverage for treatment. These are not entered as treatment programs. 

 
Treatment Program Entry Criteria 

The following four criteria were approved for entries of programs into the treatment module. 
Three out of the four must be met for entry. 

1. Program offers the AOS a skill to make a pro-social change and reduce an identified need. 
One of the main uses of the Treatment Module is to effect AOS change especially in an 
identified need area on a valid assessment tool. The current program types meet these 
criteria. Education and jobs programs may not be regarded as traditional treatment but aid 
in reduction of two criminogenic needs. 

 
2. Program staff are certified in the field in which they are providing service. 

Program Staff having a certification in the field is important to ensure the outcomes of the 
treatment and ensure the use of Evidence Based Practices (EBP) in the treatment program. 
Alcohol &Drug counselors are certified as are Mental Health counselors; even Education 
programs have staff with teaching certificates. If PPOs teach some classes in the program, 
the program must qualify under the other three criteria to be entered. 

3. Program is used while the AOS is on community supervision. 
The outcome measures tied to the entries in the Treatment Module are based on 
community supervision. Some areas have programs that the AOS are sent to while on Local 
Control status or another status. The issue is that we do not have legal control over these 
AOSs and should not be entering the programs we send them to in the module. If there are 
programs that are used both for AOS on community supervision and while on Local Control 
status, they should only be entered when used while on community supervision. 

 
4. Program is not used as a punishment. 

Jail is a punishment and a sanction. Community Service while perhaps teaching a skill or 
responsibility to an AOS is restorative justice and is seen as reparations to the community 
for the crime they committed. Community Service is not to be entered into the module as a 
program. 

 
Treatment Program Closure 
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1. If a program dissolves, is absorbed by another program or was entered incorrectly, the 
program must be expired. Programs are never deleted. The FAUG representative is 
responsible for moving any active assignments from the program prior to expiring it. 

a. To move assignments from the program, from the W/W Treatment Programs Window 
(CCPPO Menu, option#3), find the name of the program and then enter 12=Work with 
assignments on the line in front of the program name which will bring up a list of all the 
AOS assigned to that program. 

 
b. Enter a 2=Change before each AOS which will bring up the Treatment Program screen. 

Tab to the Treatment ID and enter the name of the program you are moving the AOS to, 
if you know it, or F4 for the list of programs to choose from. Select the program and hit 
enter to save it and return to the list of assigned AOS. 

 

 
c. For active assignments where the person has moved to AIC status, the FAUG rep will 

perform cleanup to close the treatment record. 
 

i. Add the AIC to your caseload as secondary. 
ii. Close the treatment record to the appropriate closure code. 
iii. Then remove the AIC from your caseload. 

 
2. A program is never deleted from the directory but can be expired once all the active 

assignments have been moved. 

a. To expire a program, enter 2=Change on the line of the program, press enter, and tab 
down to the Program expired field and enter a Y and enter to save. 
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b. To un-expire the program, enter an N and enter to save. 
 
 
Treatment Program Audits 

FAUG representatives are required to review the treatment programs entered under their 
county at a minimum of once a year. 

1. From the CCPPO Menu, option #3 W/W Treatment Programs, F17 to subset by your county. 
 

2. Enter 2=change to enter the program record. Verify all the information is accurate (program 
name, contact person, address, program is still in business, duration, type, etc.,). 

3. Once the record is verified as accurate, enter a note in the comments section (date, initials, 
etc.,) then save the record. This will create a new audit stamp to show that the record was 
audited. 

 
4. Next print the active assignments list to distribute to assigned POs for verification of active 

status. For AOS who have transferred to another county, check with the FAUG rep of the 
county where body is supervised, copy to the assigned PO, if known. 

5. Perform each step above for every program in your county. Update all information as 
appropriate and close the programs that are no longer in use. Note: Programs that have not 
been used in a year or more should be considered as not in use. 

 
6. For EVAL type programs, print the active assignments list to distribute to assigned POs for 

verification of EVAL status. 

 
Treatment Evaluation Only 

 
To distinguish between an evaluation where no treatment is recommended, which inflates 
treatment data, and treatment as recommended, the OACCD approved the addition of a new 
treatment type EVAL. 

1. EVAL will look like other treatment types, i.e. SUBS, ANGR, but will clearly show as an 
evaluation only, and can be pulled out from regular treatment attendance. OACCD 
approved that each county will identify/add one EVAL treatment provider per type, per 
County; Substance abuse eval, Anger Management eval, etc. Example below using 
Multnomah as the County: 

• Mult-EVAL AG - Anger Management Evaluation 
• Mult-EVAL SX - Sex AOS Evaluation 
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• Mult-EVAL DV - Domestic Violence Evaluation 
• Mult-EVAL MH - Mental Health Evaluation 
• Mult-EVAL SB - Substance Use Evaluation 

 

2. When the evaluation is completed use the following closure codes: 

• SUCC Successful: Used when the client completed evaluation and treatment is recommended. 

• UNSU Unsuccessful: Used when the client did not complete the evaluation. 

• EXPI Expired: Used when the client did not complete the evaluation prior to the expiration of 
supervision. 

• ADMN Administrative: Only used when it was not the client’s non-compliant 
performance or behavior that caused termination. Examples might include death of the 
client, the client moves out of the County or State, treatment program closes, etc. 

• NOTX No Treatment: Used when the client completed the evaluation and treatment is not 
recommended. 

 
Entering the EVAL Treatment 

1. From CCPPO Menu, option #3 W/W Treatment Programs 
2. Following the above search instructions, subset to your county and confirm which EVAL 

types have been entered prior to entering a new one. You should only have one 
general EVAL program entered per program type. 
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3. F6=Create to enter a new program. 
 

4. Program ID: When adding a new program, the Program ID (12 character spaces total) 
always begins with the four letter County code, then a dash (-) , and then EVAL as the type 
and then a space and a two letter code of type of evaluation. 

5. The name is the general evaluation type. Enter all other fields, and in the comments, note 
Evaluations Only. 

 
6. The only time the EVAL type will be entered with specific program information is if the 

program doing the evaluation is the only one that will provide that service in your county. 

 

 

7. When the evaluation is completed use the following closure codes: 

• SUCC Successful: Used when the client completed evaluation and treatment is recommended. 

• UNSU Unsuccessful: Used when the client did not complete the evaluation. 

• EXPI Expired: Used when the client did not complete the evaluation prior to the expiration of 
supervision. 

• ADMN Administrative: Only used when it was not the client’s non-compliant 
performance or behavior  that caused termination. Examples might include death of the 
client, the client moves out of the County or State, treatment program closes, etc. .  
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• NOTX No Treatment: Used when the client completed the evaluation and treatment is not 

recommended. 

 
Sanctions 

Setting Sanctions to Pending or Completed Status 

A user who creates a sanction can edit or delete the sanction within 7 days of the creation date. 
After that, sanction authorities are based on the AOS status first, and then the sanction status. 

 
Board Status Sanctions 
1. Sanctions for AOS whose status is Parole (PA), PostParole/BRD (PS), or PostPrison/BRD can 

only be completed by the Board. The PO can delete the sanction if it has not been sent 
forward (supervisor or Board) and it is within the initial 7 days. 

2. Once the sanction is sent to the supervisor or the Board, the sanction cannot be returned to 
pending or deleted by the FAUG rep. Sanctions that have been sent to the supervisor or the 
Board can only be changed back to PEND or deleted by the DOC Community Corrections 
Coordinator. 

 
3. Sanctions returned by the Board (RETU sanction status) can only be resent to the Board 

once the action requested has been completed. 

Community Status Sanctions 
 

1. Sanctions created for an AOS with a Community status (Post Prison/LC, Prob/Cond-DI (CD), 
Probation (PR), Prob Divr (DV) or PostParole/LC), that is sent to the Board in error and 
returned (RETU), can only be set back to PEND by the DOC Community Corrections 
Coordinator. Once the sanction is set back to PEND the PO and FAUG rep can edit, 
complete, or delete the sanction. 

2. If the sanction was created while the AOS was in a Community status (Post Prison/LC, 
Prob/Cond-DI (CD), Probation (PR), Prob Divr (DV) or PostParole/LC), but now is on one of 
the Board statuses and the Board returns it, neither the PO or the FAUG rep can complete it 
or delete it, and the FAUG rep cannot set it to PEND. To complete the sanction, send an 
email to the DOC Community Corrections Coordinator. 

 
3. AOS currently in a Board status with a probation case, and a sanction is created only on the 

probation case, the sanction cannot be completed by the PO or FAUG rep. Send an email to 
your DOC Community Corrections Coordinator to assist with completion or returning the 
sanction to PEND status. Note: The Board does not require you to send sanctions on a 
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probation case to them in CIS. 

4. Sanctions for AOS whose status is Post Prison/LC, Prob/Cond-DI (CD), Probation (PR), Prob 
Divr (DV), or Local Control (LC) can be completed by the PO or FAUG rep, and the FAUG rep 
can return these to PEND status or delete if necessary. 

 
5. Sanctions on an incoming compact whose status is Parole (PA) can be completed by the PO 

or FAUG rep. These do not get sent to the Board unless the Board has authority over other 
cases. 

 
Changing the Sanction Status 

1. From the CCPPO Menu, option #7 W/W Structured Sanctions 

2. Enter the SID # for the AOS and hit enter 

3. Type 23 on the option line in front the appropriate sanction and enter. 
 

 

 
 

4. The Community Corrections – Reset SRF screen will appear. Tab to the sanction status line 
and hit F4 to prompt the options. Scroll down to PEND and press enter. A screen will pop up 
asking you to confirm the change. Enter Y for yes and hit enter again. This will return you to 
the prior screen, hit enter to return to the sanction screen. The sanction status should now 
show as PEND. 
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Deletion of Sanctions 

 
1. FAUG Reps can delete sanctions in the following scenarios: 

a. A sanction is prepared on the wrong AOS, 
b. A duplicate sanction is accidentally prepared, 
c. A sanction is prepared, but subsequently it is determined that not enough evidence 

exists to support the allegation of violation behavior, or 
d. A sanction is created but the AOS is not detained, and the sanction is never served 

2. After deleting the sanction enter a chrono to document the reason why the sanction was 
deleted. 

3. Sanctions should not be deleted if the person has been detained and notice of rights have 
been served. 

4. For the following scenarios the sanction should not be deleted: 
 

a. An AOS is sent to prison on new charges prior to the sanction and NOR being served 
after being held in custody. 

 
Recommendation: Put NOAC in the ‘Sanction Given’ section, add the reason for the 
NOAC in the body of the report, and then set the sanction to complete. If the AOS status 
has already been updated to AIC, contact the Community Corrections Coordinator to 
assist with closing the sanction. 

b. A sanction is served on the AOS, but the AOS refuses the sanction and requests a 
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hearing with the court, or the court denies the sanction and sets a Probation Violation 
Hearing. 

Recommendation: Put NOAC in the ‘Sanction Given’ section and once the hearing has 
been held enter the Court Ordered sanction/sentence in the ‘Judge Override’ section 
and set the sanction to complete. 

 
5. Other notes/recommendations regarding sanctions: 

 
• Anytime a sanction is completed with NOAC as the sanction given, there should be a 

justification entered into the body of the sanction to support it. 

6. If you need assistance from the Community Corrections Coordinator, please include the SID 
number of the AOS, date of the sanction, and details of what transpired and what you need.  

 
Decision Date on Sanctions 

 
1. When the PO has the authority to impose sanction, the decision date will be the date the 

AOS accepts the sanction, and it is officially imposed. 

2. When an AOS accepts a sanction, but supervisor approval is required, the decision date will 
be the date the supervisor approves the sanction and completes it. 

3. When the supervisor approves the sanction prior to the AOS accepting it, the decision date 
would be the date that the AOS accepts the sanction, and the PO officially imposes it. 

 
4. When it is a local post-prison revocation case and the AOS has a hearing in front of the 

hearings officer, the decision date will be the date that the LSA approves the decision of the 
hearings officer. 

5. If a PO has the authority to impose a sanction and the AOS does not accept it, it will then go 
before the hearings officer and the decision date would be the date that the hearings 
officer approved the sanction. 

6. If a sanction is sent to the board or the judge and it gets overridden, the decision date 
would be the date that the final authority imposes the sanction, either the court or the 
board. 

Ultimately, the decision date is the very final date when the sanction is officially 
approved; no matter how many people or steps that it has to go through in the review 
process; and fully completed. 
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Sanctions in Status Other Than Complete Report 

This report is emailed to the FAUG representatives at the beginning of every month and 
contains a list of all sanctions that have not been set to complete. FAUG representatives are 
required to review the report and work with their offices to clean up the outstanding sanctions. 

 
1. When the spreadsheet is opened, it can be sorted by county and will include the following 

information: County, Caseload, SID, Client, Current Status, PPS Supervisory Authority, 
Sanction Date, Sanction Action, Days Since Sanction created. 

2. It is recommended to sort the report by Days Since Sanction to work on the sanctions that 
have been pending the longest. 

 
3. Sanction Status Codes and Actions to take: 

a. RETU: These are the sanctions that have been returned by the Board to the PO. When 
the Board returns a sanction they will include a Board note, which you can view on the 
main sanction screen by using Option 18 = Brd note. This will tell you if the Board needs 
additional information or if the sanction was returned because it was not under the 
Board’s authority. If it was returned due to needing more information, enter the requested 
information and resend it to the Board. If the note says the client wasn’t under the Board’s 
authority at the time of the sanction, you will need to email the Community Corrections 
Coordinator to assist in completing the sanction. If the clients Current Status is not a Board 
status, she can set it back to PEND for you to complete. If the clients Current Status is a Board 
status, she will complete the sanction. 

b. PEND: These are the sanctions that were created and have not been forwarded onto the 
next step. Review the Current Status to determine who the sanction should be sent to. 
In cases where the Current Status column is PostPrison/BRD and the Sanction Action 
column is PEND means it hasn’t been sent to the Board yet. These need to be sent to 
the Board as soon as possible. All the sanctions where the Current Status is Probation 
can be completed by the PO if the sanction was created on a probation case. They may 
require FAUG Rep assistance if over a year old. POs should complete these sanctions as 
soon as the process is complete. Sanctions where the Current Status is PostPrison/LC, 
and the Sanction Action is PEND can be completed by the PO if it’s within their authority 
per the structured sanction rule and your office policy (doesn’t have to go to the 
Supervisor for approval or the HO for a hearing) or forwarded to the appropriate person 
who can complete it. 

 
c. SUPV: These are the sanctions that have been sent to the Supervisor for approval. The 

Supervisor must go into the sanction and approve it, then complete it if appropriate or 
forward it. 

 
d. HO: These are the sanctions that have been sent to the HO and are waiting for the HO 

to finish their process and forward the sanction to the Board or LSA or complete it 
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depending on your office policy. 

e. DEFR: These are the sanctions that have a pending hearing, and the decision has been 
deferred, usually due to new pending criminal matters. Sanctions in DEFR status and the 
Days Since Sanction is 120 days or longer, you should ask for an update on. 

f. AIP/STTL: These are sanctions created for a client while on AIP or STTL transitional leave 
that have not been completed. Email the Community Corrections Coordinator to assist 
in coordinating the completion of these sanctions with the appropriate DOC Division. 

 
g. BRD: These sanctions have been forwarded to the Board and are waiting for review. 

These ones are usually completed within a few days and there is nothing to do. 
 

h. VOTE: These sanctions have been sent forward and are waiting on a Board Member to 
vote it. These ones are usually completed within a few days and there is nothing to do. 

i. PBVC: These are sanctions that the Board has voted on and are waiting to be finalized 
by the Revocation Specialist. These ones are usually completed within a few days and 
there is nothing to do. 

 
PSC Override Deletions or Corrections  

 
1. Once an override is created/entered on a PSC/Proxy, only the FAUG Rep will have the ability 

to change or delete the override.  
 
Overrides should only be changed to make corrections if there was an error in the original 
entry. Changes should not be made to adjust the override based on new information (i.e, 
changing from an override by LSCMI to Policy).  

 
2. Overrides should only be deleted if they were entered in error or on the wrong person.   

 
3. From the CCPPO Menu:  

a. Option #8 W/W Risk Assessments, enter SID # and enter, or 
b. Option #2 W/W Caseloads, enter the appropriate caseload number, find the appropriate 

person, type option 2, enter, F11, 4, A- W/W Risk Assessments 
 
PSC Corrections 
 

1. On the line next to the override that needs edited, type 9 and enter.  
 



- 25 - Rev  05/01/25  

 
 

2. Make the corrections needed and then enter to save.  
 

 
 
Delete Overrides  

 
1. On the line next to the override that needs deleted, type 10 and enter. 

  
*WARNING: There is no second confirmation window once you enter delete. Be sure the override needs 
deleted before hitting enter. Once deleted enter a chrono to document the reason the override was deleted. 
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Polygraph Maintenance 

FAUG representatives have the authority to correct or delete polygraph records entered by 
their office. 

 
Change a Record 

The FAUG representative can change the test type, test date, and the test result. 
 

1. From the Work with AOSs Summary screen (from CCPPO menu, #2 W/W Caseloads), enter 
33=Polygraph on the option line next to the appropriate AOS. 

 

 
2. This will open the W/W Polygraph History Screen. Enter a 2=Change next to the appropriate 

record and hit enter. 
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3. Edit the record as needed and then hit enter to save changes. 

 
 
Delete a Record 

 
FAUG reps may only delete records when the record was entered on the wrong person, entered 
in error, or is a duplicate record. 

 
1. From the Work with AOSs Summary screen (from CCPPO menu, #2 W/W Caseloads), enter 

33=Polygraph on the option line next to the appropriate AOS. 

2. From the W/W Polygraph History Screen, enter a 4=Delete next to the record to be 
removed, then enter. 

 

 
3. Press enter again to confirm the deletion of the record or F12 to cancel. 
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OMS Authorities 

FAUG reps have the authority to delete case plans and LS/CMI and WRNA assessments when 
appropriate. Plans and assessments should only be deleted when entered on the wrong person, 
or entered in error/duplicate, or when the assessment was started previously and never 
completed. 

If you are not certain you should be deleting a plan or assessment, contact the Community 
Corrections Coordinator prior to acting. 

 
To delete in OMS first change your role to CMA SuperUser 

 

Case Plans 

In the Case Plan screen, the FAUG rep can delete closed plans for their county users if the plan 
was entered on the wrong AOS, a duplicate plan was entered in error, or if the incorrect plan 
was entered. Old plans entered by another county or by an institution cannot be deleted, those 
should be closed. 

1. From your main menu, click on Case Plan and enter the SID number of the AOS. 
 

2. If you do not know the SID number, you may click on Caseload and search by name or 
caseload. Once you find the AOS, click on the dropdown arrow next to their name and 
select Case Plan. 
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3. Once the AOS is identified, from the Case Plan window, click on the case plan that needs to 
be deleted by clicking on the blue Need link. 

 

4. At the bottom of the Need, you will see the buttons to Save Progress and Delete BCP. Click 
on Delete BCP (If you do not see this button, ensure that you are in CMA SuperUser Role). 

5. A drop-down menu will appear, click on the reason for the deletion. 
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6. Once selected, click on Delete. 
 

 
7. The record will be deleted, and you will see a message at the top of the screen confirming 

that. 

LS/CMI and WRNA Assessments 

The FAUG rep should only delete assessments that were entered on the incorrect person, or 
when the assessment was started but never completed. Plans entered by another county or by 
an institution should not be deleted. If you need assistance with assessments done by another 
county or institution, contact the Community Corrections Coordinator. 

 
1. From your main menu, click on LS/CMI or WRNA and enter the SID number of the AOS. 
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2. If you do not know the SID number, you may click on Caseload and search by name or 
caseload. Once you find the AOS, click on the dropdown arrow next to their name and 
select the assessment type. 

3. From the LS/CMI window: Click on the Prior Assessments drop-down to select the 
assessment and then click delete. A pop-up window will appear and ask you to confirm the 
action, hit OK to enter. 

 

4. From the WRNA window: Click on the Prior Assessments drop-down to select the 
assessment and then click delete. A pop-up window will appear and ask you to confirm the 
action, hit OK to enter. 
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Community Corrections Service Request Process 

Community Corrections developed User Groups for automated issues in CIS amongst PO’s 
(FAUG), support staff (SOON), Supervision Fee staff (FSN), PO’s who specialize in sex AOS 
supervision (SOSN) and PO’s who specialize in family violence (FVSN). The charters for these 
groups were eventually taken over by the Oregon Association of Community Corrections 
Directors (OACCD). These groups are comprised of representatives from each county office and 
are responsible for taking information back to their offices as well as bringing back county by 
county practices that impact automation. They are also attended by representatives from other 
DOC and state offices such as DOC Community Corrections, DOC Offender Information and 
Sentence Calculation, Interstate Compact and the Parole Board who may share some of the same 
automated screens. They meet on a regularly scheduled basis and are routinely used for business 
analysis on new programming, developing work-a-rounds for issues they don’t want to use IT 
resources for, and authorizing service requests for system enhancements as business 
requirements change. In some cases, they also have additional authority to make data changes 
for their locations. 

 
There are major benefits in having groups like these: 

 
• Staff buy-in. 

• Business needs drive automation – staff that does the jobs helps design the automation. 

• Networking between the groups on common issues and enhancements. 

• Training – new applications and enhancements go back to the groups. 

• Testing – the groups that authored the requests test the automation. 

 
As requests for services are authored by the groups, they work with their DOC Community 
Corrections Coordinator to write up the service request (SR). The groups vote to prioritize their 
own SR’s within their own queues and/or make recommendations to the other groups on 
common requests. 

Once the requests have been prioritized within the groups and entered by the Community 
Corrections Coordinator into the automated Service Request system, they are taken to the 
Service Request Governance Committee for overall prioritization between all DOC 
Divisions/Business Units. Current scoring criteria as set by the Service Request Governance 
Committee is: 

 
1. Required for compliance with Federal or State law, Administrative Rule (OAR), or DOC policy 

2. Required to fix a critical data integrity problem 
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3. Enables DOC to significantly work more effectively or efficiently? (Reduction in FTE, quality, 
quantity, cost savings) 

4. Do workarounds exist 

5. Impacts a Strategic Initiative 

6. Addresses safety issue 

7. Miscellaneous other factors 

Each point is scored as: 0-NA; 1-small impact; 2-medium impact; 3-large impact. 
 
 

 

 

 

Service Request 
Governance Committee: 
All DOC divisions / business 

units (requests under 250 hours). 

Information Technology 
Services (ITS): 

Work assigned to developers as 
prioritized. 

FAUG, Field 
Automation User 

Group 

SOON, 
Statewide Office 

Operations 
Network 

FSN, Fee 
Supervision 

Network 

FVSN, Family 
Violence 

Supervision 
Network 

DOC/Community Corrections Coordinators: 
FAST Team enter the service requests into the system. 

OACCD: 
Oregon Association of Community Corrections Directors 

SOSN, Sex AOS 
Supervision 

Network 



- 34 - Rev  05/01/25  

Resources 

DOC Help Desk: 866-531-9600 or doc.servicedesk@doc.state.or.us 
 

OACCD Web Page of Charter Group Links (includes SOON, FVSN, FSN, OCMN, and FAUG): 
 

CIS Menu Navigation Manual 

https://oaccd.net/charters-minutes/
https://oaccd.net/wp-content/uploads/2019/09/CIS-Menu-Navigation-Manual-May-2010.pdf
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