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Introduction 
 

PO’s have many duties as part of their everyday workload. This manual is designed to help guide you through 
your daily tasks for caseload management. This manual will cover the business rules, best practice guidelines 
and step by step instructions for functions in CIS/DOC400. Many of the caseload functions performed in 
DOC400 may also be performed in OMS and will be referenced in this manual, however, for detailed 
instructions on how to perform tasks in OMS please see the Help link in OMS.  
 
From an open OMS screen, click on the help link in the top of your screen. It will open a menu of guides to 
choose from.  
 

 
 
 
Calendars:  
Schedules for all OACCD Network groups and for OCMN trainings can be located in the OMS Help drop down 
menu, click on CMA Community Calendar. 
 

 
 
 
Resources:  
For issues in DOC400 or OMS you can first reach out to your county FAUG Rep for assistance. If they are 
unable to assist you, you may contact the DOC Community Corrections Coordinator 
(dlccbfast@doc.oregon.gov).  
 
If you are unable to resolve your problem at the local level, contact the DOC Service Desk. When you submit 
an email or call, include your name, phone number, User-ID, device name, and details of the issue you are 
experiencing. If the issue is pertaining to a client file include the SID number and any applicable screenshots of the 

mailto:dlccbfast@doc.oregon.gov
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issue. On screenshots include a complete picture of the screen to include the screen number in the upper left-hand 
corner.  
 

 
 
Your request will be entered as a “trouble ticket” into a tracking system.   
  
E-mail: DOC.servicedesk@doc.oregon.gov  
Call: 1-866-531-9600.    
 
 
 
For any issues, updates or tips you think should be added to this manual please email Michelle Mooney  
michelle.c.mooney@doc.oregon.gov 

mailto:DOC.servicedesk@doc.oregon.gov
mailto:michelle.c.mooney@doc.oregon.gov
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How an Adult on Supervision Flows through System: 
 

 
 

Definitions 
Adult on Supervision (AOS):  Any person under the supervision of DOC or a county community corrections 
agency who is on probation, parole, post-prison supervision, leave, or any other form of supervision.  

Corrections Information System (CIS, DOC400): Primary system for maintaining adults in custody (AIC) and 
adults on supervision (AOS) data. Also known as DOC400, AS400, ISIS. 

Community Corrections Coordinator: Department of Corrections, Community Corrections Division 
Coordinators who provides training and support to the local community corrections offices.  

Field Automation Support Team (FAST): Team of DOC Community Corrections coordinators who provide 
technical assistance and support the user groups. dlccbfast@doc.oregon.gov  

Field Automation Users Group (FAUG): a group composed of PO representatives from around the state that 
make recommendations to OACCD; receive updated information and training to take back to their 
representatives’ areas. 

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

mailto:dlccbfast@doc.oregon.gov
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Offender Management System (OMS): Web based data system that interacts with DOC400 for AOS release 
planning, case management, and risk screening tools. 

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.  

Parole Board Management Information System (PBMIS): The Parole Board’s system used to process all 
functions. Information created in DOC400 is sent via data mirror into PBMIS. The Parole Board does not use 
DOC400 so when explaining issues, they may not be able to assist, and you will need to contact the FAST Team 
(dlccbfast@doc.oregon.gov).  

Statewide Office Operations Network (SOON): A group composed of support staff specialists from around the 
state that are data entry experts, providing information and guidance on updating practices based on business 
changes.  
 
 

mailto:dlccbfast@doc.oregon.gov
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Navigating DOC400 
There are several methods of navigating through DOC400 using options and windows. In this guide, an “F” 
before a number means function key. Function keys are the set of keys that are located physically at the top of 
your keyboard. Each key contains the letter 'F' before a numeric, for example F3, F12.  

When you press a function key, you do not need to press the Enter key for the system to respond to your 
request. Function keys at the bottom of the screen are clickable via mouse, you do not have to use the 
coordinating keyboard function key. Just double click on the key to open the function. Function keys F13 
through F24 require that you first press the shift key and while holding it down, press the appropriate function 
key.   

Function Keys  
In DOC400 these function keys will generally be the same in every screen: 
F1 Help –  
F2 Audit Stamp 
F3 Exit and not save 
F4 – Information prompt 
F5 Refresh  
F6 Create New  
F10 Print  
F11 Sub Menus  
F12 Exit /Go Back  
 
View a full list of the function keys and DOC400 Navigation instructions here 
 

Screen Modes 

When entering a DOC400 screen there are three modes you can view. In the top right-hand corner of the 
screen, it will tell you which view you are in.  

Display: Allows user to view information only 

 
Create: Allows the user to enter new information. When an information entry screen or window first appears, 
the word CREATE will be displayed.   

 
Change: Allows users to change information previously entered. 

In change mode, type in the information, and press enter once.  The screen or window will now read CHANGE, 
to indicate that your information has been saved, and you are now able to exit the screen. Use F12 Cancel or 
simply enter again; OR you may edit what you just typed. If you add to, change, or delete something while in 
the CHANGE mode, make sure you press enter again to save your changes or the new information will not 
appear. 

 
 
 

https://oaccd.net/wp-content/uploads/2019/09/CIS-Menu-Navigation-Manual-May-2010.pdf
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Main PO Menu - CCPPO 
CCPPO menu is the default DOC400 menu for POs. All the options on the main menu are set up in such a way 
that they appear on the left side of your screen. The right side of your screen is used for any active jobs you 
may wish to leave open during the workday. Each option is assigned with a numeric number, and each active 
job is assigned a letter. You can have up to a maximum of 16 active jobs.  
 

 
 
 
Once you enter into a screen (job), you can hit ESC to “save” your place with an “Active Job” and go into 
another screen. You can get back to where you left off by selecting the letter that is next to the corresponding 
active job, which will be listed on the right side of your main menu.  When you are done with an Active Job, F3 
or F12 until you are back on the main menu. The active job will no longer appear on the right side of your 
menu.  
 
You can change the name of an active saved job. From the main menu, prior to entering the screen, select the 
option number, and then tab to the JOB field and type the name you want the active job to be labeled. Hit 
enter and it will take you into the screen.  
 

 
 
When you are finished, hit escape to return to the main menu where your active job will be saved with the 
custom name. 
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Accessing Other Menus 
To access another menu, type “MENU” on the selection line, and then press F4.  This will display a list of 
menus that you have authority to. Note: all menus that begin with “CC” (such as CCTRAIN) are Community 
Corrections-based menus. After finding the desired menu within the list, place your cursor on the menu’s 
name, and press Enter. You should see that the title and options on the left side of your menu have now been 
replaced by the new menu. If you already know the name of the menu, simply type “MENU” space, the menu 
name and enter. 

 
 
 
 

F11 Menu Bar: 
Sub menus exist in every screen, different options are available in different screens and based on your profile 
permissions. F11 Displays the five selections available at the top of the screen:  
 
1 Active Jobs 
2 WS (Work Station) Options 
3 Process Step 
4 Info Windows  
5 DOC400 Web Service. 
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Type the menu number (1-5) and a drop-down window containing the choices available within that sub menu 
will appear. These choices are identified by letters and are selected by typing the appropriate letter on the 
selection line. Do NOT use Enter.  
 
NOTE: 
Depending on what screen you are accessing the F11 menu from, the options will be different.  
 
If you use an F11 menu to go into another screen, you will not be able to access F11 sub menus in the new 
screen.   
 

 
 

Caseload Tips 
Retrieve An AOS Name 
While working with an AOS record, a user can access the sub menu bar by hitting F11, 1, then either M to 
return to the main menu to select a new screen or directly select the letter of a current active job. After 
selecting the new screen, press F9 Retrieve to automatically retrieve the AOS that you were last working on 
for use in the new screen. 
 
EXAMPLE:  
Working on an AOS from the caseload screen, enter F11, 1, and choose either an active job or M to select a 
menu item.  
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In this example you choose M, then select 8 from your main menu. This takes you to the assessment screen. 
From the offender line hit F9 and your clients information will be populated.  
 
Defaults: Use "Defaults" To Process Related Groups of AOS Data Entries. From the Edit AOS Data screen 
(Caseload screen, MENU CCPPO, option#2), use F22 (shift F10) Defaults to display the CHRONO DEFAULTS 
window.  Set the Date, Time, Place, Person, contact, report, and Key Word fields to meet the criteria of your 
series of entries, and press enter twice; then F5 Refresh to set the defaults on the current AOS's display. 
  
Example: You completed home visits yesterday, you would set the date to yesterday's date, Reason to H, 
Time, and Person to O, and enter. Then, on the AOS Summary screen (the alphabetical caseload list) enter 2-
Change on all the AOS you visited, or tried to visit, and press enter to go to the first AOS. The Chrono header is 
entered, you will just need to update the time and verify the codes and enter the text information. You can 
change the header for the exceptions (such as one client was not home but contacted roommate).  Press enter 
to save the chrono, then press F12 Cancel to move directly to the next pre-selected AOS. Repeat until all are 
completed, then go back to Chrono Defaults window (F22) change defaults back to the normal settings and F5 
Refresh.  If the user logs out of DOC400 the defaults return to normal settings automatically.  
 
Macros: You can record a macro that you can use to do repetitive actions. 
From the screen you want to create a macro for, select the Record Macro button. Name your macro, hit OK. 
Now type your macro (can include multiple fields, codes, etc.) once you complete your macro hit Stop 
Recording. Your macro will now be saved and can be used anytime, by hitting Play Marco and selecting the 
appropriate one.  
 
NOTE: If you have typos, and backspace or delete while recording a macro, the macro will do the exact same 
thing.   

 
 

View Caseload – Setting Primary  

From the CCPPO menu, select option 2 W/W Caseloads. In the next screen, enter the caseload number, then 
F6 = Use as Default caseload. This will set the assigned caseload as primary and will display that caseload 
automatically in the future when opening the W/W Caseload screen.   
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To change the primary default caseload, from the CCPPO menu select option #2 W/W Caseloads. Once the 
Work with AOS screen opens, hit F12 and that will return you to main menu (see above) to set a new primary 
caseload. You may enter a new caseload number and hit F6 to save as the new default caseload. If you no 
longer need a specific caseload set as default, you can clear the field and hit F6 to save. This will allow you to 
enter a new caseload each time you enter this screen.   

AOS Status Codes 
From AOS Summary Screen & Subset (Status) 
  

AP- Admission Pending               IV-Under Investigation PO-Post Prison 
CD-Prob/Conditional Discharge LC-Local Control  PR-Probation 
DI-Discharge                LP-Leave Pending  PS-Post Parole 
DV-Probation Diversion  LV-Leave   SL- Second Look Juv 
IN-AIC                                  PA-Parole   SP-Second Look Pending 

Change Assigned Printer  
From this screen you change which printer you are sending documents to. To have print jobs emailed to you 
as a PDF, change from your printer name to ESENDOUTQ. 
 
First write down your current printer name, you will need this information later when you are ready to print to 
your printer again.  
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After you’ve written down your printer name, type over your printer name in both #4 and #6 with 
ESENDOUTQ, type a 6 on the option line, hit enter 

 
 
Congratulations! You’ve successfully changed your printer output. Documents and reports will no longer print 
to a printer but will be emailed to you as a PDF.  

W/W Offender Summary (Caseload Screen) 
This screen displays all of your primary and secondary active clients. Provides basic AOS information at a 
glance; expiration date, class level, tool used to obtain the class level, authority status, DNA status, and R 
codes that need addressed. Some of these options are also available once in the client record by using the F11, 
4 menu.  
 
To access this screen, from CCPPO Main menu, select option #2.  
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Enter Option number on the AOS Record to 
2 - Enter the client record in change mode to update data or enter a chrono 
4 - Remove a secondary client from your caseload 
5 - Display the client record in view only  
6 - Print chronos  
7 - DNA collection screen 
8 - View chronos  
9 - Enter UA and view UA history 
12 – View condition tracking screen 
R - Display what change triggered the R code and needs updated  
13 – Display the treatment programs the client is enrolled in and allow you to enter/update programs  
 
Second menu of options (use F23 to see more options) 
14 - List of names the client goes by  
15 - Address history  
16 - Notes entered by staff 
17 - Clients physical descriptors and ID numbers 
18 - Fees  
19 - Structured sanctions entry/view screen 
21 - View caseload history of client 
 
Third menu of options (use F23 to see more options) 
24 - DOCSUM record to create template documents  
25 - Complete audit report of client contacts, chronos, and the person entering them 
26 - Revenue Report  
30 - View/enter Static 99 
32 - View/Enter Stable/Acute 
33 - View/Enter Polygraph  
 
The screen options listed across the bottom of the screen will allow you to: 
F6 - Add new client (primary or secondary)  
F10 - Print caseload list  
F12 - Exit back to main menu where you can change your default caseload number  
F13 - Repeats primary selected number entered. If you enter 5 on a record and then hit F13 it will enter a 5 on 
all the displayed records.  
F17 - Subsets caseload view 
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F19 - Displays caseload summary of high/medium/low clients. Must be in the Position to line to use 
F23 - Will sort record menu options to show you the additional options  
 

Subset Caseload 
You can subset your caseload to narrow down the displayed list to specific criteria or populations.  

To subset a caseload when viewing the caseload screen (MENU CCPPO, option2), press F17. This will display 
the AOS Subset Selection screen. The F4 prompt is available on many of the fields which use a code or 
condition for subset criteria. 
 

 
 

Outcount Selection Codes 

From AOS Subset Selection Screen: 
ABSC-Absconded Supervision   PSRB-Psych Review Bd 
CMPO-Compact Out – Oregon AOSs only REVP-Housed in Federal Prison 
IMMI-Immigration (INS)   UNSU-Unsupervised Parole/Post Prison 
INAC-Sentenced to out-of-state facility INPR – Inactive Probation     
USAP- Unsupervised Appeal   WARR-Warrant for Non-Compliance 
PVPD – PV Pending  
FTR – Fail to Report 

AOS Data Screen   
From the W/W Offender Summary screen, using option 2 Change mode will allow you to update AOS address, 
employment status, next office visit, phone numbers, email, and add chronos.  
 
From this screen you can use F11 sub menus to access additional options.  
 
TIP: From the AOS Chrono entry screen, select F11, 4 and enter an * at the top. This will go through all of the 
options in the menu if you are closing a file.  
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F11, 2 Menu 
N Add general note to client file 
T Add a To Do task. You can add one to your caseload or to another user by ID# (F6 add) 
D Use to view the messages waiting (Flashes MW at bottom of screen) and to clear them  
P Report of print jobs that may not have printed or emailed properly and are waiting for action 
E Directory of email and phone numbers of all users in system  
X Popup calendar to view dates 
Z Date calculator  

 
 

F11, 4 Menu  
X Enter/change client addresses  
T Enter/change treatment records 
P View record of instituion programs client participated in 
U Enter/change UA records  
G List of supervision conditions 
N List of all names used by client 
F Fees  
C Offense Court screen to view cases 
Q DNA collection screen 
D client’s physical descriptors and ID numbers 
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S View/enter scars/marks/tattoos 
R Lists conflicts the client had while incarcerated  
B Lists other numbers assocaited to client that are not listed in the desciptor screen 
Y View/enter all designators (use can click and use F4 on the designator flashing)  
O Lists caseload history of client  
H Enter/view sanctions 
W Enter/view polygrpah data 
A Enter/view risk assessments – PSC, Overrides 
J  Enter/view stable/acute 
Z Enter/view static 99  

 
 
K View misconducts client committed while incarcerated  
I View the client trust accounts while incarcerated for payment history 
V View movement history  
M View detainers in place while incarcerated  
E Print/view facesheet  
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F11, 5 Direct link to other programs  

 
 

Indicators/Designators  
On the Edit AOS Data screen (MENU CCPPO, option 2, option 2 on an AOS), you may see a *DESIGNATOR* or 
SAN indicator notice at the top. 
  
SAN indicates that sanctioning is allowed on at least one case for that AOS.  

The *DESIGNATOR* notice indicates at least one designator or detainer exists. To view the designator screen 
place cursor on the flashing indicator and push F4.  

 
 
Once in the W/W Offender Designator screen you can view active designators and details, add new 
designators, view discontinued designators, and discontinue designators. If an AOS has more than one record 
entered for a particular designator, a "+" will display on the far-right side of the screen for that designator. 
When you press F16, the additional records for the designator will display.  
 
Discontinued designators: use shift F5 to subset, change the *NO to *YES, enter, and this will include them in 
the displayed list. To view details of the designator, use option 1 to select, or option 9 to view the long 
description of designator. Once a designator is selected, the next screen will display a screen with additional 
details.  
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Enter a Designator 
From W/W Caseload screen (MENU CCPPO, option2) select the AOS and use option 2 or 5. Once in the Edit 
Offender screen, use F11, 4, Y to go the designator screen.   
 
Note: If the AOS has an existing designator you can click on the flashing indicator and hit F4 to go directly to 
the screen.  
 
From the W/W Offender Designator screen enter F6 to create a new designator. A menu will pop up to select 
the type of designator. Scroll to the appropriate designator and hit enter. At the next screen, hit F6 again to 
continue creating the new designator and enter all applicable information, then enter to save. Enter or F12 to 
retun to main designator screen to verify the new designator appears.  
 

 

Discontinue a Designator 
From W/W Caseload screen select the AOS and use option 2 or 5. Once in the Edit Offender screen, use F11, 4, 
Y to go the designator screen. Note: If the AOS has an existing designator you can click on the indicator and hit 
F4 to go directly to the screen.  
 
Most designators should only be discontinued when they are no longer applicable. Only designators entered in 
error should actually be deleted. This preserves the historical file of designators.  
 
Enter a 1 on the appropriate designator. At the next screen enter 2 to change the designator. Once in the 
designator screen, locate the Discontinued Date field and enter the appropriate date, enter to save. The 
designator will no longer show on the current list but can be found when subset to see all designators 
including discontinued.  
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Employment Status 
Employment records are required to be updated at a minimum of once a year, recommended best practice is 
to update it monthly (such as updating it when entering AOS visits), even if nothing has changed. By saving it 
with a new date, it keeps the data fresh. Dates that are over one year old will fall off data pulls and will not get 
counted towards the annual OACCD outcome measure.  
 

Update Employment 
From the W/W Offender Summary screen (Caseload Summary, from CCPPO Main Menu option #2) use option 
2 to enter the AOS record in change mode.  
 
In the Employed field, type Y for Yes or N for Not employed.  
Enter the date AOS started employment for the initial entry, or the date you are updating the employment 
record for maintenance entry.  
Employment percentage is the percentage of a work week that that the AOS is employed.  
Full time=100%;   
Halftime=50%;  
2 days a week/parttime=40% 
Retired, disabled, on SSI/SSD, or a homemaker is entered as 101% and a Y in the employment field is required. 
Fulltime or part time schooling counts as employment. 
 
Enter to save the employment information. If saving the employment information you can update it alone and 
it will save the chrono as an auto chrono, or this information can be updated when entering a visit chrono.  
 

 
 

Scheduling Next Visit 
The type of next visit can be entered when scheduling the next visit. Enter OV, TV, or VV directly or use F4 to 
see the list. Tab and enter the date/time of next visit. This information can be saved on its own and will enter 
an auto chrono, or it can be updated when entering a chrono to document the current visit. Once entered, this 
information will remain until a new visit is entered.  
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EDIS Flag 
In the chrono screen you can document the steps taken in the EDIS process in the EDIS flag field.   
From CCPPO Main menu, select option #2. Your caseload will be displayed. Enter a 2 on the appropriate AOS.  
 
When entering the EDIS flag you will either need to do it at the time of entering a visit chrono or enter it with 
the date and time of the review and code it as O/Note.  
 
 

Chrono’s 
ORS 137.630 states it is a duty of a probation officer to “keep detailed records of the work done and to make 
such reports to the courts and to the Department of Corrections as such courts may require.” Thus, chrono 
entries are a part of the master record on the adult on supervision (AOS). Chronos contain the historical 
record of the contacts with and about an AOS during the course of supervision. A wide range of staff make 
chrono entries. These records, which are accessible statewide by any approved user of the Corrections 
Information System (CIS/DOC400) with a valid business interest in the AOS, are used in making and recording 
case management decisions about an AOS and to recall events during legal proceedings. 
 
DOC CHRONO BUSINESS RULES  
 

Enter chronos from caseload screen 
To enter a chrono, from CCPPO Main menu, select option #2. Your caseload will be displayed. Enter a 2 on the 
appropriate AOS. Enter the details as noted below.  
 
To enter a chrono for an AOS on someone else’s caseload, you can add them as secondary to your caseload or 
access the client record via the primary PO’s caseload (enter their caseload number in the caseload screen).  
 
An auto-generated e-mail will be sent to the primary caseload owner(s) whenever someone other than the 
primary(s) adds a chrono to an AOS record.  The e-mail will contain the AOS name, SID, and caseload number 
as well as the UserID of the person who entered the chrono. 
 
TIP If a message saying “record locked by another user” appears, press F5 Refresh to unlock the record and 
push enter again. 
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Chrono Header  
The header section contains the Date, Time, Place and Person of the contact (all required fields). Other header 
information includes MR, which indicates the submission of a written Monthly Report by the AOS; and key 
word is used in chrono search and to identify the subject of the chrono.  
 
The information in the header is used to generate a variety of reports to assist leadership and staff with 
caseload management decisions as well as count the number of measurable contacts with the AOS. All 
chronos should be entered in accordance with the DOC Chrono Business rules.  
 
A chrono is written from the perspective of you (the author) and how you received or gave information. 
 

 
 
Date and Time field is the date of the action/incident and time of the action/incident. Not the date you are 
entering the chrono. 
 
Place codes represent where and how the interaction occurred, or how information was received or 
transmitted. This is not the chrono field where you enter who the information was received from or given to.  
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Person code is the person you spoke with, received information from, or gave information to. This is NOT you 
(the author). Your identifying information is already logged when the chrono is entered. 
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Text section should summarize the information/incident that occurred. Do not use slang, derogatory language, 
or confidential   
 
Sensitive information Seek supervisory feedback regarding the entry of sensitive information such as victim 
information, address and/or phone number or confidential informant information, etc. Information is 
considered sensitive when the staff member receiving the information believes disclosure could reasonably 
result in harm.  

 
When sensitive information is entered, a Key Word entry must be made marking the chrono as 
CONFIDENTIAL. This allows for more accurate search for a chrono that may need redacting by the department 
if the file comes under subpoena. 
 
Copy/Paste is allowed HOWEVER do not copy entire emails, do not copy LEDS information, do not copy PPI, or 
other CJIS data. Summarize emails, messages received.  
  
Medical and Mental Health Information: Medical and mental health information, such as a medical diagnosis, 
or mental health diagnosis and related medications, may be documented when such documentation is 
necessary for supervision. In all cases, documentation must clearly identify the source of the information (e.g., 
self-report, direct medical source, firsthand behavioral observation) and the specific supervision-related 
purpose for documenting it, such as safety concerns or risk to the individual or the community. 
 
"MR" means "Monthly Report accepted."  Defaults to “N” for no monthly report submitted.  If you accepted a 
monthly report, type a "Y" here. 
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"Key Word" identifies the main topic of the chrono.  Refer to the list of Key Words below and use as 
appropriate. To view a list of statewide FAUG approved keywords use F1 in the Keyword field. This is not a 
selectable field, view only. Keywords must be typed exactly as they are shown in the list. F4 will not work in 
this field. Some counties may have their own keywords defined. In order for keywords to be searchable or 
valuable for data collection, they must be typed in exactly as the statewide/county keyword is defined.  
 

Arrest All arrests of AOS by any agency 
Associates   All friends, family, and organizations affiliated with the AOS. 
Audit  Supervisory audit of AOS file. 
Authorization   All permissions given to the AOS, including travel, visitation with victim                                     

or minors. 
Caution    Any officer safety concern. 
Confidential    Private information from Law Enforcement, family, informants, and other 

sources. 
EDIS Initial Initial notification to an AOS of EDIS program and potential eligibility   
EDIS Quarterly Quarterly reviews documenting progress towards achieving EDIS and that 

the information has been shared with the AOS 
EDIS Review     Initial eligibility review at halfway point 
File Review   PPO review of file, or closing summary, or transfer of AOS. 
Map      Directions to the AOS’s residence. 
Polygraph     Directive and/or results of a polygraph test. 
Report          All violations and sanctions pertaining to the AOS 
Search        A search of the AOS or property 
UA                  Urinalysis testing  
TX     Treatment information for AOS 

 

NOTE: If you do not use these fields properly (Time, Place, and Person), then DOC400 cannot collect the 
information, and it will not be taken into account for contact standards or if a desk audit is conducted. 

 

Modify Chrono  
A user can only modify the chronos they entered in the first 7 days. From the AOS caseload screen (Menu 
CCPPO, option2), use 2 to enter the chrono record of the AOS. F20 (Shift F8) for chrono history, put the cursor 
on the chrono header or text you wish to modify. F20 (shift F8) and then make changes and enter to save.  
 

Append Chrono 
A user can append a chrono at any time, both their own and other user’s chronos. When a chrono is 
appended, it will insert the new text above the original chrono, along with the users ID.  
 
From the AOS caseload screen (Menu CCPPO, option2), use 2 to enter the chrono record of the AOS. F20 (Shift 
F8) for chrono history, put the cursor on the chrono header or text you wish to modify. F21 (shift F9) and then 
make changes and enter to save.  
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Delete Chrono 
Once a chrono is entered the writer of the chrono can delete the chrono for 7 days. After 7 days the chrono 
cannot be deleted by anyone other than the DOC Community Corrections Coordinators.  Chronos are not 
deleted unless there is a public safety issue or other sensitive information listed. For all other kinds of 
concerns, the user can go in and append the chrono to add in a note that the chrono should be disregarded, 
entered on the wrong client, or whatever the information should state to correct the original chrono entry.  
 
If a chrono is entered on the wrong client, and the information is not sensitive, the user should append the 
chrono. DO NOT enter a second chrono noting an error, APPEND the original. By using the append feature, it 
adds it directly onto the original chrono so the information stays together.   
 
From the AOS caseload screen (Menu CCPPO, option 2), use 2 to enter the chrono record. F20 (Shift F8) for 
chrono history, put the cursor on the chrono header you wish to delete. F22 (shift F10). An authorization 
window will appear asking you to confirm deletion, hit Y to delete. Once deleted, it is gone.  
 

 
 
 

Auto Chronos 
Several functions such as entering a PSC, entering a warrant, entering a sanction or warrant, submitting a 
sanction report will create an auto chrono to document the action.  
 
There is no need to enter a chrono to document an action taken if there is an auto chrono.  

Contact Standards/Measurable Contacts 
During the 2022 Legislative Session, Senate Bill 1510 was passed and required the following: 
The Department of Corrections, in consultation with county community corrections agencies, community 
members, including persons currently or formerly under supervision, and organizations that provide culturally 
specific services, shall adopt rules for standards concerning the location of supervision visits, the frequency of 
visits and the manner of reporting, for persons on supervision. The rules must take into account evidence-based 
practices and must require consideration of the risks, needs and responsivity of each supervised person and the 
goals for completion of supervision. The rules must include a reporting process that is designed to minimize 
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disruptions to the life of the supervised person and avoid unnecessary hardships, while offering the supervised 
person a broad array of reporting options, and that is focused on the success of the person on supervision. 
 
Since the passage of this bill, DOC developed the required workgroup, which included Parole Officers, 
Supervisors, Directors, individuals with lived experience, and other system partners. This group was tasked to 
provide consultation to DOC as described above and DOC incorporated most of the workgroup’s 
recommendations; reviewed each county’s contact standards; worked closely with OACCD to determine 
appropriate statewide standards; created new meaningful contact options and codes; reviewed the standards 
of 13 other States to help inform the decision; made modifications throughout the process; held a public 
hearing to hear the concerns and recommendations from the field; and did a final review before submitting 
the final draft. 
 
The new statewide standard encompasses the following: 

• A minimum standard of contact based on Supervision Level 
• A broad array of reporting options to reduce disruptions and unnecessary hardships 

 
To that end, the following minimum contact standards will be in place effective May 1, 2025: 

• High Risk: 3 measurable contacts every 30 days 
• Med Risk: 2 measurable contacts every 30 days 
• Low risk: No monthly standard 

 

The rules do not state what types of measurable contacts these must be as long as they are one of the 
measurable contacts. Your agency may set a requirement for the types of contacts you must meet. Such as 
two office visits and one home visit.  
 
Measurable Contact: Contacts with adults on supervision that support public safety and aims to provide 
opportunities to affect behavior change. 

Addresses  
In February of 2023 the following rules were agreed upon as the statewide standards for entering an address:  
• County field: should match the address entered where the person lives 
• When the address is unknown (different than homeless): type unknown on the street address line, use 

your agency city, state, zip and county 
o When the address is homeless: type homeless on the street address line. Do not use unknown, or 

transient.  
o Use the city, state, zip, and county of where the person is regularly “staying” if known 
o Use your agency city, state, zip and county when it is not known where the person is regularly 

“staying” 
• Jail/DOC or Treatment: type the name of facility on the street address line 

o If you think they will keep their residence: use the city, state, zip and county of that last known 
address 

o If you know they lost their residence or did not have one: use your agency city, state, zip, and 
county  

• Do not use Abscond as a street address – move to the abscond outcount timely 
• Addresses should be updated timely – not just noted in chronos 
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• Addresses can be corrected in DOC400 if a mistake is made, do not create another entry to fix an error. 
Make the correction in DOC400, changes made in OMS create a new entry. 

 

Address Entry/Update  
To update/add an address from the W/W Offender Data screen (Menu CCPPO option #2), type option 15 on 
the AOS’s name that you need to add/update, then enter.  
 
This will bring up the Address History.  

 
 
 

New Address 
To create a new address, hit F6=Add - Displays new Address window:   
Type in the new physical address, including City, State, Zip and County of residence (not county of supervision), 
and the effective date   If this is also the mailing address, leave last field as the default "Y."   

 
 
If this is NOT the mailing address, type "N," and then use option F15 to enter the mailing address. Enter the 
mailing address including City, State, and Zip. Hit enter to save address(es) and return to the caseload screen. 
 
NOTE: If an AOS is moving back to a previous address, a new address must be entered to record it properly in 
the history and for it to show up as the primary address. Even if the AOS has lived at a previously entered 
address, if you do not enter it again it will not display in OMS as the primary address. 
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To make a correction to an address, place the cursor on the address line to change and hit enter. 
Update/correct the information and hit enter to save. Only update entered addresses to make corrections.  

AKAs, Phone numbers, emails  
To enter/update phone numbers, from the W/W Caseload screen (Menu CCPPO, option 2), select the AOS and 
enter option 2. From the edit offender data screen, hit F4 on the phone number field. In the next screen you 
can correct a phone number or use F6 Create. This will open the screen to enter/update a phone numbers. 
Only change entered phone numbers to make corrections. Do not type over current P1 to enter a new phone 
number. 
 
From the AOS screen you can enter a new phone number however you are not able to enter the number type 
without using F4 on the type line.  

Entering UAs  
From W/W Offender Summary screen (CCPPO menu option #2), enter 9 on the line next to the appropriate 
AOS, enter. 

 
 
This will bring up the Substance Abuse Tracking screen. To enter a new UA submitted to the lab use F6, enter. 
Enter the appropriate Reason code, Type, Status, and the sample date. You can use F4 prompt on each field to 
see the short and long descriptions of the available codes (see list below). You must select at least one 
substance being tested for in order to save the UA record. Enter to save.  
 
NOTE: If a sample is being sent to the lab for confirmation, do not enter results if using an instant test.  Mark 
the tested substances using 1=Select and then hit <enter>.  When the results are obtained go back to the list 
of tests enter 2=Change on the line next to the test and then enter the results using the appropriate number. 
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From the Substance Abuse Tracking Screen, you can edit or update results by using option 2 on the 
appropriate UA. You can update dates, results and add comments from tests that were sent to the lab.  

Treatment Module  
The purpose is to provide a treatment history on each AOS. Information obtained can be used in case 
management decisions regarding the AOS.  Additionally, information gathered can be used to evaluate waiting 
periods, engagement and completion within a treatment program and may provide program effectiveness 
information. 
 
These rules apply to any AOS referred to a treatment provider or other program. Referral dates, treatment 
entry and exit dates, and exit codes are required to be entered within 7 days of the information becoming 
available. 
 
Access to maintain treatment referrals/entry for AOS is via the W/W Offender Summary screen (caseload 
screen). Menu CCPPO, option #2 W/W Caseloads, option #13 next to the appropriate AOS.  
  

Treatment Referrals & Evaluations 
To distinguish between an evaluation where no treatment is recommended, which inflates treatment data, 
and treatment as recommended, the OACCD Treatment Workgroup adopted the addition of a new treatment 
type EVAL. 
 
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.   
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When utilizing an EVAL type entry, a note should be included to identify where (what agency) the client was 
sent for an evaluation.  

• When a client is referred to a treatment center for an evaluation to determine treatment needs 
and if appropriate for treatment, enter a referral to the general EVAL type program for your 
county.  

• Only if the client has previously been determined to need treatment, or the courts ordered it, and 
the client is being referred directly to treatment to begin services, should the referral be entered 
directly to the treatment provider.  

• Once the evaluation has occurred, the EVAL only type record should be closed out using the 
appropriate code listed in the tables below, and a referral to the treatment program should be 
entered.  

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

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

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

o 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. 

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

• The referral date is the date you ordered the client to report to treatment for the evaluation or to 
connect to begin services upon evaluation or court order.  

• Referrals that have not been acted upon by the AOS within 100 days should be closed to UNSU. If 
the client is directed in the future again, a new referral should be opened.  

• If a referral has not been completed due to the provider (scheduling issues, staff shortage), then 
that information should be added to the treatment referral entry in the note section.  

• Referrals should be entered within 7 days.  

Treatment Entry 

• Once the client has entered treatment (began services), update the treatment record with the date 
the client began or will begin.  

• Treatment entries should be updated in the system within 7 days of the information becoming 
available.  

 

Closure of Treatment 

• Upon the client moving to abscond status for 30 days or longer, all treatment program referrals 
and entries should be closed as unsuccessful. This includes EVAL only, referrals, or treatment 
started. Upon return from abscond status, a new treatment record should be entered into the 
system.  
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• Once the client has successfully completed treatment, or notice has been received from the 
treatment program that the person is being closed as unsuccessful, the treatment record should be 
closed out as appropriate using the codes below.  

• If the client is compacted out of state, or is moved to another outcount, use the codes below to 
appropriately close the treatment record.  

• Upon discharge of supervision the treatment record should be closed, using the appropriate 
closure code.  

• Closures should be entered within 7 days of the information becoming available.  

• From the W/W Caseloads screen, select the client and enter option 13 on the selection line. This 
will open the Treatment Programs screen which will display all the programs the client has been 
referred to or entered into.  

 

Data Entry treatment 
From the W/W Offender Summary screen (Menu CCPPO, option 2), enter option #13 next to the appropriate 
AOS.  
 
To enter a new treatment record use F6. Place cursor at Treatment ID line and hit F4 for a list of available 
programs. 

 
 
To search for a program:  

• Enter the 4-digit County Code (CLAC, MULT, etc.,) in the position to line and hit enter. This will move 
the list to programs beginning with your county location, or the county you entered.   

• Use F4 on the Type line to search treatment programs by Type 
• Use F4 on the County line to search by County 
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Once you locate the appropriate treatment program, click on the program (or tab to that line) and hit enter. 
This will select the program and return you to the treatment program entry screen. From the treatment 
screen you can now hit F7 if you need to see all the details of the treatment program prior to entering.  
 
In this screen enter:  

• Enter Y or N to indicate if the person is a M57 participant.  
• Refer Date 
• Entry Date (if appropriate) 
• Mark if Indigent (I) or not 
• Enter to save record. An auto chrono will be generated. 

 
In the Treatment Program entry screen if you need to see the treatment program details, hit F7. It will display 
all the details about the program including address, phone number, primary contacts.  

 
 
TIPS:  

• Programs are entered in the county where the physical location is. If the program you need to refer 
your client to is in another county, you will need to use that program entry.  

• To have a treatment program updated or added please contact your FAUG Rep. 
 

Update Treatment Record 
To update an existing record, enter option 2 on the line next to the treatment entry and enter. From the next 
screen you can update the treatment entry with entry dates, exit dates, and notes.  

 
 
 

Close Treatment 
To close a treatment entry, from the W/W Offender Summary screen (caseload screen), enter option #13 next 
to the appropriate AOS.  
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Enter the exit date and closure code. Use F4 to view the list of available codes. Once the appropriate code is 
selected, enter once to save the record, enter again to exit and return to treatment programs screen.  

 
 
Closure Codes:  
 

• MXBN for Max Benefit:  Used when the client has not met the requirements for the program to 
successfully complete but has obtained all the information they can from the program, and it is no 
longer appropriate for them to attend.  
 

• ADMN Administrative: Used when it was not the client’s non-compliant performance or behavior in 
treatment that caused termination. Examples might include death of the client, the client moves out of 
the County or State, treatment program closes, etc. Meant to reflect that the client would not be held 
responsible for not completing the treatment requirements nor would the provider. This may also 
include an approved transfer to another treatment provider. Neutral closure. 

 
• SUCC Successful: Used when the client completed evaluation and/or all the requirements established 

by the provider. Not intended to reflect how well the client performed in treatment just that the 
requirement/condition was met. This requires confirmation of the successful completion by the 
treatment provider. Successful closure. 

 
• UNSU Unsuccessful: Used when the client did not complete all of the requirements established by the 

treatment provider, to include engagement in treatment or completion of the evaluation. Not 
intended to reflect how well the client performed while in treatment just that the 
requirement/condition was NOT met. Unsuccessful closure. 

 
• EXPI Expired:  Used when the client has long-term treatment needs that exceed the amount of 

supervision. The client was in compliance with treatment at the end of the supervision term but will 
likely remain in treatment after supervision has ended.  Successful closure.  

PO To Do List 
The To Do List in DOC400 was created prior to Outlook and still functions today as a way to prioritize your 
caseload. You can customize your list either with a letter or a number, or you can write a word such as 
REPORT, SANCTION, PSC, LSCMI, WRNA, and the list goes on. Another function that is very useful is that you 
can also generate entries to make a list of office visits, home visits due, treatment referrals, etc. 
 
Here is how to create a list: 

• From the CCPPO Main Menu select option 1  
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• Select F6 to create. 

• Add your task. Use the priority button to prioritize your task by using a letter/number or type in a key 
word of that task. 

• You can also make a to do list for a future date. This is the only module that you can put a date for the 
future. 

          
 
The options listed above the tool bar allow you to change your entry, copy it, and move it around. Once you 
have completed your task you can use option 12 to set it to complete. The task will have a small “cp” next to it 
to indicate completed. If you find that your task really isn’t complete you can reopen with option 13.  
 
 

 
 
To generate TO DO List Auto Entries, enter F14. This screen will allow you to select the caseload, and the 
entries you wish to generate.  

• Significant Contacts will generate a list of AOS with measurable contacts due 
• Treatment Referrals will generate a list of AOS with a referral made prior to the date entered with 

entry.  
• Treatment Completion due by will generate a list of AOS who have entered treatment and not yet 

completed within the programs noted program length.  
• Office Visits due by will generate a list of AOS who have not had an office visit XX 
• Home Visits due by will generate a list of AOS who have not had a home visit XX  

 
 



PPO Manual – REV March 2026  Page 36 

If you move a client with a pending To Do entry, you can use option 11 to move the To Do Task to another 
user.  

 
 

R Codes – OTTO Messages  
CCOTTO is a Notification program built for the Community. Overnight the system runs a process to compare 
data in the risk tables, if there is a change, an R code will appear on the caseload screen.  
 
OTTO will not send notifications on AOS who are currently on any outcount status, such as ABSC. Once the 
AOS is admitted from outcount, OTTO will only send notifications if the risk level has changed. 
 
VIEW the message, enter an ‘R’ in front of the AOS name from the caseload screen and press Enter. 
 

 
 
 
The R code screen will show the reason for the CCOTTO notification and allow the user to delete the flag. The 
flag will continue to appear daily until it is resolved, even if the user deletes it from the screen.  

 
 

PSC-r Overview 
Proper assessment ensures the classification of adults on supervision according to risk and their assignment to 
specified levels of community supervision. 
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Within 60 days of admission to supervision, the risk, needs, and responsivity assessments will be completed on 
all adults on supervision determined to be high or medium risk either by the Public Safety Checklist, Proxy, or 
an approved override. 
 
If assessments are not completed within 60 days, the AOS will fall out of the funded pool, and your county will 
not be paid. 
 
Public Safety Checklist (PSC-r) (version 2025): A statistical calculation developed by the Oregon Criminal 
Justice Commission in collaboration with the Department of Corrections to predict an individual’s risk to 
recidivate. within three years of release from custody or admission to probation. The risk assessment 
instrument will produce a score based on the 149 weighted variables. The computed score will then place the 
AOS in one of three levels: High, medium, or low.  
 
Proxy: A three-question validated risk assessment tool used to identify initial risk for individuals who do not 
have Oregon sentences, Oregon arrest history (LEDS CCH), or have extensive juvenile history. Proxy is a 
manual risk assessment tool used in lieu of the Public Safety Checklist to determine risk level. If you use the 
Proxy, you only need to change to the PSC if the PSC scores higher in the future than the Proxy.   
 
The PSC-r can be completed without the AOS present.  
 
NOTE: It is important that the PSC-r is not completed until the following day, after the offense(s) have been 
fully entered into CIS. This will allow the PSC to run properly, reading the variables and available information 
accurately. If the PSC-r is run prior to offense information being entered (or 24 hours since entry) it will not 
pull the offenses into the score, providing either a No Score Available, or an inaccurate score based only on 
LEDS information. It is not appropriate to run a PROXY in these circumstances.  
 
When viewing the W/W AOS Assessment Screen you can view: the date(s) of prior assessment(s), any 
comments entered on the assessment, the score, the calculated risk score (auto generated score), the 
supervised risk score (if calculated level is overridden), Override information (if one entered) the AOS location 
and assigned caseload, the status (PPS, Probation, Parole) and custody admission cycle when assessment was 
entered.  
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PSC Entry 
From CCPPO Menu, option # 8 W/W AOS Risk Assessments, or 
From your caseload screen select 2 on the AOS you are going to assess. 

• Once in the AOS information screen: 
o select F11, 4 (Info Windows), then ‘A’ for AOS Risk Assessments. 

 
Once in the W/W AOS Assessments screen (CMS244I), press F6=Create to run a new PSC-r. 
 
Select the tool you are using to enter the risk assessment and enter 1 on the line next to it: PSC-r or Proxy and 
save. 
 

 
 
If using a Proxy you must score it prior to saving.   

• Press F9 to score  
• Enter the age at first arrest, and number of prior arrests (adult only and do not include arrests that led 

to current convictions) 
• Enter the Proxy reason code, use F4 to prompt a list of available codes, enter to save and return to AOS 

Risk Assessment screen.  

 
 
Ensure that you have a 1 on the selected tool and press F6 to save the assessment. If F6 is not pressed, the 
assessment WILL NOT BE SAVED.  
 

PSC Overrides 
If the calculated level of risk is determined to not be appropriate for supervision, the level may be overridden, 
up or down. Key points to remember when entering an override:  

• Once entered, only a FAUG rep can make corrections to an override.  
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• An override cannot be deleted unless it was entered on the wrong person or in error. Contact your 
FAUG rep.  

• Once the override is no longer applicable, a new PSC must be entered.  
• If selecting the LS/CMI, WRNA, the Stable, or ODARA assessment, you MUST have done the assessment 

in DOC400 prior to the override entry, or the program will block it. It must be a current assessment.  
• If selecting Sexually Violent Dangerous AOS, there MUST be an SVDO Designator entry in DOC400. 
• Overrides using the reason code LS/CMI or WRNA must be reviewed—and updated if needed—after 

the assessment is re-administered each year, to ensure the supervision level remains accurate and 
appropriate.      

• Overrides using the reason code ODARA must be reviewed—and updated —yearly, or as soon as a 
dynamic assessment is completed.  

• Overrides using the reason code "Policy" should only be used if your county has an established 
override policy that clearly defines acceptable use cases—i.e., cases or circumstances that are 
exceptions to other override reasons (do not use the "Policy" override reason to cite an assessment, 
even if that aligns with county policy, use the assessment reason code). A comment must be entered 
citing the relevant county policy and the reason for the override.  

• Overrides with the reason code "Unavailable" should be updated promptly when the circumstances 
change, such as when an individual is released from custody or leaves residential treatment. 

• Overrides using the reason code "Unavailable" should only be used in accordance with the guidelines 
below.  

To enter an override on an existing risk assessment, from risk assessment screen, enter the SID number of the 
client, enter. From the displayed list of risk assessments, enter 9 on the current assessment to be overridden.  

 
 
In the override screen enter the supervision level you are overiding to (up or down). It must be different than 
the calculated level, do not enter an override for the same level.  
 
Enter a 1 next to the reason code for the override.  
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If entering an override due to reason code Policy:  

• Overrides using the reason code "Policy" should only be used if your county has an established written 
override policy that clearly defines acceptable use cases—i.e., cases or circumstances that are 
exceptions to other override reasons (do not use the "Policy" override reason to cite an assessment, 
even if that aligns with county policy, use the assessment reason code).  

• A comment must be entered citing the relevant county policy and the reason for the override.  
 
If entering an override due to reason code Unavailable follow these guidelines:  

CODE Description Use Parameters Note 
CMPO Compact Out 

of State  
This reason code should only be used when 
the receiving state has officially accepted 
the transfer of the case and the notice of 
departure has been sent. It remains in effect 
while awaiting the notice of arrival, at which 
point the individual will be moved to CMPO 
status.  

  

IC In Custody  To be used when the individual is in custody 
pending new charges, awaiting sentencing, 
pending deportation, or serving a court-
imposed sanction that is not entered in 
DOC400. 

Do not use this reason code when the 
individual is in custody due to a sanction 
entered in DOC400. These sanctions are 
automatically factored into contact 
standards calculations and statistics. 

MEDI Medical - 
Hospice, 
Hospital, etc. 

To be used when the individual is at the 
State Hospital, a general hospital, on 
hospice care, under a mental health hold, or 
subject to a civil commitment. 

Do not use this reason code when the 
individual is not in custody and the only 
barrier is mental health related. In such 
cases, the inability to complete an 
assessment should be documented in 
OMS. 

TRMT Residential 
Treatment  

To be used only after the individual has 
arrived at and been admitted into 
residential treatment. 

A new PSC must be completed once the 
individual leaves residential treatment. If 
the AOS is transitioning to ABSC status, 
the PSC should be completed prior to the 
outcount to ensure an accurate 
sanctioning level is available upon arrest. 
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WARR Warrant/Absc
ond 

Only to be used if the approval of a warrant 
is delayed and takes 14 days or longer from 
the date of submission to the courts. 

Do not use for every individual who is on 
abscond status unless your county has a 
policy that requires it. Individuals on 
ABSC outcount are factored into contact 
standards. Individuals on outcount 11 
days or more (cumulative per month) are 
not pulled into the pool of individuals 
available for supervision. 
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Supervision Conditions  

All clients on supervision have general and special conditions of supervision. General conditions are generally 
the same and special conditions are applied as needed by the supervisory authority.  
 
Special conditions include packages to address sex offender behaviors, domestic violence, mental health, and 
drug and alcohol needs. These packages are generally included under SC10 Other for post-prison supervision.  
 
General conditions of supervision are different for probation AOS and post post-prison AOS.  
 
To view conditions of Supervision  
 
From your caseload screen enter a 5 next to the AOS, F11, 4, C 
Or from the main CCPPO Menu select option 11, W/W Court Orders   
Then enter the SID (if it was not populated) then your option 8 next to open offense. This will display the W/W 
Condition Screen 

 
 

Probation General Conditions 
Old numerical (GC1, GC2) Probation Conditions apply to:  
Probation convictions prior to 3/23/22 
Conditional discharge or diversion cases with a begin date prior to 3/23/22 
Incoming Compact with a begin date prior to 3/23/22  
 
New alphabetical (GCa, GCb) conditions apply to:  
Conditional Discharge or Diversion sentences with a begin date on or after 3/23/22 
Probation conditions on convictions prior to March 23, 2022  
Incoming Compact with a compact begin date of 3/23/22  

 

Post Prison General Conditions 
Old numerical general conditions apply to:  
Sentences released prior to 06/01/22   
 
New alphabetical general conditions apply to:   
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Sentences released 06 01 22 or later   
 
If an AOS on PPS supervised under the old conditions has a qualifying action (amended orders following an 
abscond or jail sanction, resentencing with a new order, modification request by the PO with an amended 
order, return to supervision following revocation) they will be given the new alphabetical conditions in the 
new/amended orders.  
  

SB1510 GC Flag 
Upon intake/admission of a new PPS sentence (not probation), or when a person is moved from old to new 
conditions, the SB1510 General Conditions flag in the offense screen must be updated. This flag may be 
entered by a PO or support staff depending on office policy.  
 
To enter/change the SB1510 GC Flag 
From Menu CCPPO select option #2 W/W Caseloads  
Type option#2 on the line next to the AOS you need to update and enter 
Once in the Edit AOS Data screen, F11, 4, C to go to Work with Offenses Screen.  
 
OR from menu CCPPO use option # 11 W/W Offenses to go directly to the screen, enter the AOS SID and 
enter.  
 
Find the appropriate offense and enter option #8, enter. This will open the Work with Conditions screen.  
 
Change the SB1510 General Conditions flag field to an N or O and enter twice to save and return to offense 
screen. N=New (alpha) O=Old (numerical) 
 
Once saved you can use F3 or F12 to return to the caseload screen.   

 
 
When sanctioning an AOS, confirm that you are violating the appropriate conditions assigned to the selected 
case. A person on multiple probation cases with different conviction dates could have old and new conditions 
assigned to each case. Additionally, a person assigned to probation and PPS will have different conditions. See 
sanctions entry section for further details.   
 
 

Trackable Conditions  
From CCPPO Menu, option # 2 Caseload, select AOS and enter option 12 on the line to go straight to 
conditions menu. If you are in the AOS Data entry screen (chrono entry), you can use F11 4, G Conditions. 



PPO Manual – REV March 2026  Page 44 

 
The trackable conditions will appear at the top of the list. Conditions that are not completed will be 
highlighted (different color). Trackable conditions are COFO, restitution, compensatory fines, court ordered 
jail, work crew/community service.  
 

 
 
Select the condition you are updating by clicking on it and hit enter. Enter the necessary data, enter to save, 
and enter to return to list of conditions. To correct an error whe entering an over payment, enter the incorrect 
amount with a minus sign at the end. Enter to save and it will credit the record. When applying the last 
payment, you must enter the payment amount and the completion date in order to show it completed.  

 

Warrants 
The type of request is determined by the situation. If the AOS is not currently in custody, cannot be located 
and has failed to report, the PO must submit a warrant request (WREQ). If the AOS is in custody at the time of 
request, the PO must submit a Suspend and Detain warrant request (SUSD).  
 

• Warrants should not be entered into the system in advance.  
 

• Before requesting a warrant, determine who has authority over the supervision of the AOS (ie Parole 
Board, Courts or Supervisory Authority). 

 
• If you attempt to create a warrant type that is different than the status of the AOS, the system will 

block the action.  
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• Warrants must be set to complete upon arrest. If the warrant is not set to complete, a new warrant 
will not be able to be created.  

 
• If an LC warrant will not allow the county user to set it to complete, check the status of the warrant. LC 

warrants tend to have glitches and will randomly change to a Board status if a supervisor or LSA 
changes or updates the warrant. If this occurs, contact the DOC Community Corrections Coordinator to 
set the warrant back to an LC status.  

 
• Don’t change the status of warrants on your own. Once you have sent the warrant forward (SUPV or 

BRD) do not touch, edit, or change it. Email the Board or LSA to request they return it if corrections are 
needed.  

 

PB Warrants 
Board status AOS, including LC cases supervised under a Board status AOS, warrants are sent to the Parole 
Board.  
 
From the CCPPO Menu, option # 13 Work with Offender Warrant 
Enter AOS SID number, or F4 to search, and enter  
 
Once your client is displayed, enter F6 Create PA Warrant.  

 
 
Tab to the Case No field and hit F4 to select primary case.  

 
 
Tab to the text field. Enter the violated conditions and substantiation. The warrant request should be short 
and concise, this is not the violation report.  
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Once the warrant is complete, hit enter to save and return to the main screen. If the warrant is not displayed, 
page up and it will be there.   
 

 
 
Dependent on your county policy, the warrant can now be sent to a supervisor or directly to the Board. To 
send to a supervisor, type 10 on the line next to the warrant and enter. Enter the userid of the supervisor, use 
F4 if you do not know the userid, and then hit enter. The warrant status will now be SUPV. Once the 
supervisor approves it, they will send it to the Board.  
 
In counties where the warrant does not need to be sent to a supervisor, use option 10. On the send to Board 
line change the N to a Y and hit enter. This will send it to the Board and the warrant status will change to BRD 
PB Vote.  

 
 
Once the Board approves and issues the warrant an auto chrono will be entered to notify the primary PO. The 
warrant status will now be issued.  
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Local Control Warrants  
LC status AOS supervised by the Local Supervisory Authority (LSA). These warrants are sent to LSA and not the 
Board.   
 
From the CCPPO Menu, option # 13 Work with Offender Warrant 
Enter AOS SID number, or F4 to search, and enter  
 
Once your client is displayed, hit F8 Create LC warrant  
 
Tab to the Case No field and enter F4 to select the case number.  

 
 
Tab to the text field. Enter the violated conditions and substantiation. The warrant request should be short 
and concise, this is not the violation report. Once the warrant is complete hit enter to save, and enter again to 
return to the main warrant screen. If the warrant is not displayed, hit page up and the warrant will be there.   

 
 
 
Refer to your county policy on where to send the LSA warrants electronically.  
 
If it is sent to a supervisor, use option 10 and enter the Supverisors Userid, hit F4 to search it and then hit 
enter to send. The LSA will approve and issue the warrant.   
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Probation Warrants  
Warrants generated for supervised probation cases. These reports are printed and sent to the court for 
approval.  
 
From CCPPO Menu option # 13, Work with Warrants. Enter the SID # or use F4 to search  
Once client is displayed, use F7 to create a probation warrant. It will give you three choices to select the mask 
for the warrant.  

• MSK1: Will provide a warrant document with the warrant and a signature line.  
• MSK2: Will create an affidavit  
• MSK3: Will create an order for the judge to sign 

 

 
 
Tab to case No field and use F4 to select the case number, enter to select and return to warrant screen. Tab to 
text section and enter the violations and substantiation. Hit enter to save the warrant, enter again to return to 
main warrant screen.  
 
Follow your county policy/practice for next steps on printing the warrant for the court approval.  
 

STTL/AIP Warrants 
When a leave AOS absconds, a warrant can be requested as soon as all efforts to locate  
the AIC have been exhausted.   
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NOTE: When requesting a warrant keep in mind that an STTL/AIP AOS cannot be sanctioned  
past their calculated PRD. Therefore, if a warrant is requested shortly before their STTL/AIP expires, once they 
are arrested, they will only be able to serve as many days as remains on their prison sentence. 
 
When submitting the warrant, describe the actions taken to confirm the AOS has absconded. All efforts to 
locate the AOS should be exhausted prior to requesting a warrant.  
 
STTL warrants are generated in OMS under the Release Planning tab, STTL Warrants by Offender.  

 
 
AIP Warrants are generated as a document and then emailed to the AIP NPL office at 
DOCAIPTransitionalLeave@doc.oregon.gov  
 

Returned Warrants  
If a warrant request does not provide adequate substantiate of a violation, the Board/LSA will return it to the 
field with a note.  
 
If an LSA warrant is sent to the Board, they will also return it.  
 
To review the note, enter option 7 on the line next to the warrant. After reviewing, make the appropriate 
changes to the warrant and resubmit to the Board/LSA.  

 
 
 

mailto:DOCAIPTransitionalLeave@doc.oregon.gov
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Withdrawn Warrants 
If a PO determines the warrant is no longer needed and 
 

• The warrant has been sent to the Board but has not been issued: the PO should contact the Board’s 
Warrant Specialist to ask for it to be returned. Once the warrant is in REVI status in DOC400, the PO 
must delete it and enter a chrono detailing what transpired. Failing to delete the warrant will prevent 
the officer from submitting any new warrant requests for that client. DO NOT change the status or 
warrant type to WTWT.  

 
• The warrant has been issued by the Board or LSA: the PO should contact the Board’s Warrant 

Specialist (PB Warrants) or the LSA (LC warrants) to ask for the warrant be withdrawn. The PO must 
submit all warrant withdraw requests to the Board/LSA in writing to explaining why the warrant should 
withdraw the warrant. Once the withdraw is approved, the Board/LSA will apply inop (for LSA follow 
county policy/practice), change the warrant status, and issue an amended order. A chrono should be 
entered to document the withdraw and if inop was/was not applied.  

 
o If the warrant was issued in error (Ex: AOS was in jail and did not FTR) then inop days would not 

be applied. The PO can request that inop is not added based on special circumstances.  
 

• The Board will move the warrant to withdraw status. The PO should not change the status. 
 

• LSA warrants cannot be closed to withdraw status. If the LSA approves withdraw of a warrant, enter a 
note in the warrant text noting the warrant was withdrawn and then set the warrant to complete. 
Enter a chrono documenting the reason for the withdraw and who approved it.  
 

 
 

Suspend/Detain  
When an AOS is lodged on a PO detainer, the detainer is only valid for 15 days (ORS 144.341 and ORS 144.370, 
OAR 255-075-0005). When placing a PO detainer on an AOS, mark the detainer paperwork properly to indicate 
the supervision status (Board/PPS, LC/PPS, Probation).  
 
Once a detainer has been placed on a probation case, an SRF and NOR must be served within 15 days (ORS 
144.341 and ORS 144.370, OAR 255-075-0005). However, some counties have internal policies with shorter 
timeframes that should be adhered to. If the SRF/hearing cannot be completed within 15 days a 
suspend/detain must be requested from the appropriate authority (Board or LSA) to continue to hold the 
client in custody. 

mailto:to%20ParoleBoardWarrants@doc.state.or.us?subject=Warrant%20Withdraw
mailto:paroleboardwarrants@doc.state.or.us?subject=Warrant%20Withdraw%20
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The S&D request must include the date the AOS was arrested, where the AOS is currently being held, and then 
the substantiation for the hold that shows violation. Example: “AOS was arrested on 01/01/1901 and is 
currently in custody at XXXX jail”.  
 
If the AOS is arrested on a Board issued warrant, the PO does not need to submit a suspend/detain request.  
 
To request a suspend/detain, from the CCPPO menu use option #13 W/W Offender Warrants 
Enter the SID # or use F4 to search for the SID #, then hit enter. 
 
Once the client is displayed use F6 or F7 to create a warrant. Once the warrant entry screen opens, tab down 
to the warrant type and change it to Suspend and Detain and hit enter.  
 

 
 
Tab to Case No and use F4 to select the case number. Tab to text section and enter the violations and 
substantiation for the hold that shows violation. Example: “AOS was arrested on 01/01/1901 and is currently 
in custody at XXXX jail”. 
 
Note: If the AOS is arrested on a Board issued warrant, the PO does not need to submit a suspend/detain 
request. 
 
Once the information is complete hit enter to save.  
 
Follow your county policy to send to the suspend/detain to your supervisor or directly to the LSA or the Board.  
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Sanctions/Interventions 
The structured sanctions and intervention process is an administrative tool used to address violations 
committed by adults under supervision—including probation, parole, post-prison supervision, temporary 
leave, or any other form of supervision imposed by the Department of Corrections or a county community 
corrections agency. This process takes into account factors such as the severity of the violation, prior violation 
history, the seriousness of the original conviction, the individual's overall criminal history, community safety, 
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deterrence, the capacity of state and local correctional facilities, and the availability of appropriate local 
sanctions. 
 
Structured Sanction records provide a history of all the sanctions and interventions imposed on an AOS that 
can be reviewed for case management purposes and/or court proceedings. Aggregate information can be 
extracted to provide information about sanctioning practices. 
 
The officer shall determine whether the alleged violation behavior is appropriately responded to with 
interventions or with administrative sanctions, or both. If the officer determines that the alleged violation 
behavior is appropriately responded to with an intervention, the officer may direct the adult on supervision 
into appropriate interventions in lieu of administrative sanctions. If the officer determines that the alleged 
violation behavior is appropriately responded to with administrative sanctions, the officer shall determine and 
impose appropriate administrative sanctions using the Administrative Sanctions Sanctioning Grid, and the 
Sanction Equivalency Table, and the following procedures: 
 
(a) Identify the adult on supervision’s current supervision level. 
 
(b) Identify the behavior severity level using the Behavior Severity Level Chart on the Administrative Sanctions 
Sanctioning Grid. For a series of violations, select the violation that fits into the highest behavior severity level. 
 
(c) Determine the appropriate matrix based on the type of case being sanctioned. Using the supervision and 
behavior severity levels, identify the appropriate behavior response level. 
 
(d) For probation cases, determine the number of jail and non-jail sanction units remaining for use as 
administrative sanctions applicable to the adult on supervision’s probationary sentence or order. 
 
(e) Determine the appropriate sanction response to impose within the identified behavior response level. 
Sanctions may not exceed the maximum number of sanction units as indicated on the Administrative 
Sanctions Sanctioning Grid, using the Sanction Equivalency Table. 
 
(f) An administrative sanction or intervention at the agency level cannot be imposed on more than one case at 
a time. A case cannot be sanctioned separately for individual violations arising from the same criminal episode 
or series of violations. 
 

Authority Levels  

 

https://secure.sos.state.or.us/oard/viewSingleRule.action?ruleVrsnRsn=329968
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Override Considerations 
An override is a response to a violation that exceeds the calculated Behavior Response Level but still lies 
within the Administrative Sanctions Sanctioning Grid as a whole. If the calculated response level is 
inappropriate, overrides may be used to move to a higher severity level within the grid. 
 

Rule 58-45 
OAR 291-058-0045 is used if the parameters of the Administrative Sanctions Sanctioning Grid are insufficient 
to address the severity of a violation. If a High-Level Behavior Response (for example, a jail sanction in excess 
of 45 days) is insufficient to address the seriousness of a violation, a higher level of sanction, up to and 
including returning an adult on supervision to Court or to the Board of Parole and Post-Prison Supervision with 
a revocation recommendation, may be imposed only after consultation and agreement of the unit supervisor 
or approval process established by the county agency or local supervisory authority. This must be noted in the 
body of the report prior to sending to the Board or LSA.  
 

Sanction eligibility determination 
• Any Court case count where the AOS is released to Parole or PostPrison Supervision 
• Any Court case count where the sentence is a Felony Probation 
• Any Court case count where the sentence is a Misdemeanor probation 
• Any Court case count where sufficient custody units are available 

 
If a judge orders no sanctions, or if a compact case does not allow it, when the offense is entered it will be 
marked as “No Sanction”. If you attempt to enter a sanction on a case that is marked as no sanction you will 
not be allowed to enter it.  
 
NOTE: If it was marked no sanction in error, contact your support staff to update the SANC field in the offense 
screen.  
 

Sanction Status 
• PEND: Sanction is pending, it has not been sent to the Supervisor. 
• SUPV: Sanction has been sent to the Supervisor for approval. 
• HO: Sanction has been sent to the Hearings Officer for imposition. 
• BRD: Sanction is being reviewed by the Parole Board. 
• RETU: Sanction has been returned by Supervisor, Local Supervisory Authority or the Parole Board to 

the PPO. This happens when some aspect of the sanction is incorrect or it was sent to the wrong 
location. The PO is to review the explanation text (option 18=Board Notes) to determine action.  

• COMP: Sanction is complete. 
• DEFR: Deferral of hearing has been granted and is pending outcome of criminal case 
• PBVC: These are sanctions that the Board has voted on and have not been finalized. These ones are 

usually completed within a few days and there is nothing to do. 
• 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. 

https://secure.sos.state.or.us/oard/viewSingleRule.action?ruleVrsnRsn=329968
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• AIP/STTL:  These are sanctions created for a client while on AIP or STTL transitional leave that have not 
been forwarded to the appropriate authority to approve. Email the Community Corrections 
Coordinator to assist in coordinating the completion of these sanctions with the appropriate DOC 
Division. When entering a sanction on a leave AOS, the sanction screen must have the Leave Field 
checked as Y. If it is not, contact your support person to verify the body has been moved to leave.  
 

 

NOR 
Probation Notice of Rights:  When an AOS on probation is alleged to be in violation of their probation 
conditions, they have the right by law to a hearing in front of a Judge/the court.  The purpose of the hearing is 
to determine if the AOS has violated the conditions and what should happen as a result.  The AOS has the right 
to have a defense attorney represent them at this hearing, and to have one appointed if they cannot afford 
one.  In order to be found in violation and have some sort of response to that violation, the Judge must make a 
finding that the AOS has violated one or more of the conditions as alleged.  The AOS can also stipulate to an 
allegation and the finding would be made. The AOS may be held in custody during this time or they may be 
out of custody. In lieu of a hearing, they can be offered a structured sanction by the Probation/Parole Officer 
(P.O.) or manager.  In order to accept the sanction, they must admit or not contest at least one allegation and 
waive their right to a hearing. 
 
Post-prison notice of rights: When an AOS on post-prison supervision (PPS) is alleged to have violated the 
terms of their PPS, they have the right to a Morrissey hearing per law. They can retain or request an attorney, 
however there is no right to an appointed attorney for this process. The Parole Board or Local Control 
Authority/hearings officer would decide based on specified criteria if an attorney would be appointed. The 
AOS can accept a structured sanction during this process as well by stating they admit or do not contest one or 
more allegations. If they deny allegations, they will meet with a Morrissey hearings officer.  They have the 
right to give a statement, waive the hearing and let the hearings officer/Parole Board/Local Control decide on 
the findings and disposition, or they can go to formal Morrissey hearing where they can call witnesses and 
present evidence.  The P.O. can also call witnesses and present evidence. The hearings officer/Parole 
Board/Local Control will then make findings and decide the disposition.  After the hearings and findings, the 
AOS has additional rights where they can submit a response to the hearings officer report with ten days, as 
well as an administrative review within 45 days and a judicial/court of appeals review within 60 days of the 
administrative review answer.   
 
It should be noted the Local Control Supervisory Authority process is to mirror the Parole Board process. 
 
There is additional notice of rights specified for Interstate Compact cases as well as Transitional/Non-Prison 
Leave cases, and although some of the specifics differ, the main point is the right to hearing with an impartial 
hearings officer.   
 
For findings to be made, there must be substantial evidence that there is probable cause a violation has 
occurred. 
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NOPA  
• A Notice of Pending Action (NOPA) listing at least one alleged violation must be provided to the Offender 

(O) and a Suspend and Detain Warrant must be issued by the Board or Local Supervisory Authority (LSA) 
if a hearing cannot be completed w/in 15 days  

o The only exception is when the Board (not the LSA) had already issued a suspend and detain.  
• The timeline begins once a detainer is authorized and O is in custody within the state of Oregon 
• Deferrals are described in OAR 255-075-0042 
• Postponements are described in OAR 255-075-0046 

 

Enter a Sanction 
There are multiple ways to access the sanctions screen:  

• From the work with caseload screen on the selected AOS enter option #19 Structured Sanctions 

• If you are in the AOS’s record use F11, 4, H 

• From CCPPO Menu, option #7 Work with Sanctions 
 
NOTE: When entering a sanction, the following fields are required to be entered prior to completing the 
sanction:  
 

• Sanction Recommended 
• Sanction Given 
• NOR (unless this did not occur and sanction is being done as NOAC)  
• Decision Date (to be entered by the final approver. Board for Board cases, STTL/AIP office for leave 

sanctions, and you/supervisor for LC and probation cases).  
• PO Report  
• Conditions  
• Custody Begin AND End dates for custodial sanctions 

 
Once in the Work with Sanctions screen, enter the AOS SID number, enter. F7 to create a new sanction. Select 
the appropriate court case by using F4, click on the appropriate case. The court case must be selected to 
properly display the assigned conditions.  
 
Next tab to the Conditions Violated and select the conditions. Use F4 to view and select conditions, or type 
directly if you know the condition number. You must select at least one primary condition violated and 
optionally up to 4 additional secondary conditions violated. The most significant violation should be marked as 
primary. If you select/type a condition that is not applicable to the selected case, it will not allow you to save 
the sanction.  
 
Special conditions/packages are often listed under SC10. They will not have their own special condition 
number, and the list of conditions will not display when selecting SC10 for sanctioning purposes. You may 
need to view the orders to recall what is under SC10.  
 
If you select conditions that do not match the Conditions flag (N=New, O=Old), or the flag has not been 
entered you will receive an error message and you will not be able to enter the conditions or save sanction.  
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You must either sanction on the assigned conditions or update the SB1510 Conditions flag in the W/W 
Offenses Screen prior to saving the sanction. This only applies to PPS cases. 
  

 
 
After the violated conditions are entered you can tab through and enter the information in the order you 
choose.   
 
Custody begin and end dates should only be entered if it is a custodial sanction (jail or house arrest or 
restitution/work center).  
 
Custodial dates should be left blank if not a custodial sanction. For sanctions imposing things such as work 
crew, community service, GPS that have a begin and end date, or a must complete by date, that information 
should be added to the bottom of the PO report.  
 
Notice of rights field MUST be entered either by the PO serving the NOR or the HO. That field should not 
remain blank.  
 
Decision Date: This is the date when the final decision is made. Depending on sanction length and county 
policy, this could be the PO or supervisor. Board sanctions will have the decision date entered by the Board. LC 
PPS sanctions will have the decision date entered by your assigned LSA.  

• Custody Begin and End dates: Enter the date AOS detained and the end date of sanction. Custodial 
dates should be left blank if not a custodial sanction. 

• Notice of Rights: Will be entered once the NOR is served on the AOS. In the notice of rights field enter 
F4 to go to NOR screen. Enter the date NOR/NOPA served, enter date hearing waived (NOR date and 
hearing date may be different), enter if the 10-day waiting period was waived (PPS only) and then hit 
enter. The bottom information is to be filled out by the hearings officer only.  

• The NOR information is also entered into the body of the PO report or into the Morrissey Findings 
Detail Screen (F11, 4, F).   

• Court Case Grid: This field should auto populate, if it does not you will need to verify and enter it 
manually.  

• Hearings Officer Required: Yes or No 

• PO Text: Enter the body of the report, providing substantiation of the violations. Once in the screen 
you can type freely or use F20: Text Editor, to type the report in editor mode. Once the report is 
complete hit enter to save and return to sanction entry screen. While in Text Editor mode if you hit F1 
it will provide instructions for using text editor and the available functions.  
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• Sanction Recommended field: Enter the code or F4 to search for the appropriate code being imposed.  

• Units: Enter the number of units being served. For non-custody sanctions such as GPS, ELHA, DAYR you 
must enter .01.  

• Sanction Given section must be filled in. Either the PO, or supervisor or HO must enter this information 
prior to the sanction being completed, following your county procedure.  If this information is not 
entered, the sanction is not captured in data pulls. 

• Court/PB/LV Ordered Field: For Board cases the Board will enter this field.   
For LC or Probation sanctions that the LSA or Court overrides the sanction imposed, this field can be 
updated to reflect the final decision. This field should only be entered if the decision by the LSA or 
courts is different than the sanction given.  

 
Once the sanction is ready it should be sent forward. For Board PPS cases, sanctions are sent to the Board 
either by the PO or approving supervisor. The Board will review and complete the sanction. For LSA and 
Probation cases, follow your county policy on approving/completing the sanction.  
 
All sanctions should be sent forward for action once served. Sanctions should not be left in PEND status 
beyond 15 days. Sanctions not processed will appear on the Sanctions Not Complete Report.  
  

Set a Sanction to Complete  
Who sets the sanction to complete for probation or LSA is a county-by-county policy decision.  
 
From the W/W Structured Sanctions screen, on the line next to the appropriate sanction type 16 and enter.  

 
 
A window will pop up and ask you to confirm you want to complete the sanction, enter Y for yes. The sanction 
status should now be Complete.  
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For LC sanctions that have been set to complete and need to be updated, contact your FAUG rep to return the 
sanction to pending so that this information can be entered. Once entered, the sanction should be set to 
complete again.  
 
For Board sanctions that have been set to complete and need to be updated, contact the Community 
Corrections Coordinator to return the sanction to pending so that this information can be entered. Once 
entered, the sanction should be sent to the Board to be set to complete again. 
 
Sanctions in Return Status  
Sanctions returned will generate an auto email that states why the sanction was returned. To read the note 
from the sanctions screen, enter option #18 on the sanction line and enter. 
Once the necessary corrections are made, the sanction can be resent to the Board/LSA. 
 

 
If the sanction was sent to the Board in error on a LC or probation case, contact your FAUG rep to set the 
sanction back to PEND so that it may be completed. Sanctions should not be left in return status beyond 7 
days.  
 
If a sanction was returned due to reaching the max deferral period, the sanction will stay in return status until 
the HO takes action. If your county has their own HO, the PO should send notice to the HO informing them of 
the returned sanction. The HO should monitor the sanction and either an out of custody hearing will be held 
or the sanction should be sent forward with a recommendation of no action. If the sanction remains in return 
status beyond 180 days, send another email to the HO to inquire into status.  

STTL Sanctions 
STTL AOS can be sanctioned using the structured sanction module in DOC400, following standards in place for 
each county and in accordance with OAR 291-058, and the attached Administrative Sanctions Sanctioning grid.  
 
Report violations using the Violation Report via the Sanctions Module (see entry steps above).  

• When entering an STTL/AIP sanction you need to verify the LEAVE status in the sanction screen. If it is 
not marked Y, the sanction will not be sent to the STTL/AIP Office, and you will have to delete the 
sanction in order to correct the status.  

 

https://secure.sos.state.or.us/oard/displayDivisionRules.action;JSESSIONID_OARD=hUYH-mlppZyJrnl0CRAJjjeRskdPslwmIWK7sUTNHbc5dDmfGHy2!264471710?selectedDivision=909
https://secure.sos.state.or.us/oard/viewSingleRule.action?ruleVrsnRsn=329968
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Email a copy of the signed NOR to the STTL Office ShortTermTransLeave@doc.oregon.gov  
 
All violations should be reported to the Short-Term Transitional Leave office within 5 days of the discovery of 
the violation(s). Please keep in mind that an STTL AOS cannot be sanctioned past their calculated PRD. 
 

AIP Sanctions  
Non-prison Leave (AIP) AOSs can be sanctioned using the sanction options and standards in place in 
accordance with OAR 291-058-0047 and OAR 291-062-0165.  
 
Report all violations using the Violation Report via the Sanctions Module (see entry steps above).  

• When entering an STTL/AIP sanction you need to verify the LEAVE status in the sanction screen. If it is 
not marked Y, the sanction will not be sent to the STTL/AIP Office, and you will have to delete the 
sanction in order to correct the status.  

 
 

Use of jail sanctions for AOS on non-prison leave must be agreed upon by both DOC and the county and 
cannot exceed 3 days jail.  
 
All violations should be reported to the AIP Leave Office within 5 days of discovery of the violation(s). 
Email a copy of the signed NOR to the AIP Office DOCAIPTransitionalLeave@doc.oregon.gov  
 

Miscellaneous Sanction Scenarios 
 
Issue: Once a person has been detained (PO hold or warrant arrest) a sanction must be entered. If the person 
is released from custody (released on recog, jail overcrowding, medical issue), prior to the sanction being 
served.   
 
Solution: If the person reports, an out of custody sanction/hearing should be scheduled/held. 

mailto:ShortTermTransLeave@doc.oregon.gov
https://secure.sos.state.or.us/oard/viewSingleRule.action?ruleVrsnRsn=321915
https://secure.sos.state.or.us/oard/viewSingleRule.action;JSESSIONID_OARD=hUYH-mlppZyJrnl0CRAJjjeRskdPslwmIWK7sUTNHbc5dDmfGHy2!264471710?ruleVrsnRsn=275566
mailto:DOCAIPTransitionalLeave@doc.oregon.gov
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If the person fails to report and the PO is unable to serve sanction or perform an out of custody hearing, the 
SRF should be updated to document what transpired and then change the sanction given to NOAC and 
forward for completion.  
 
Upon arrest and imposing the new sanction follow your county policy regarding credits for custody time for 
prior arrest. If using time served credit it should be noted in the PO report.  
 
Issue: Sanctions on a probation case on a person who is under Board/PPS authority will not be able to be 
completed by the PO. Error message “not authorized”.  
 
Solution: These should be sent to the DOC Community Corrections Coordinator rep to be completed.  
 
Issue: You are working on a sanction report and when you go to save the report, DOC400 crashes and kicks 
you out. When you sign back on and attempt to work on the sanction again it crashes again.  
 
Solution: If you used the copy/paste function to enter the body of the report, there is a corrupt character in 
the background of your text. You will have to wait for the auto program to run overnight and correct the 
corrupt characters. Wait until the next day to access the sanction and it should be normal/allow editing.  
 
Issue: When a probation sanction is served on the AOS, but the AOS refuses the sanction and requests a 
hearing with the court, or the court denies the sanction and sets a Probation Violation Hearing.  
 
Solution: 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. If the hearing is 
to be set over for a lengthy time, note in the PO report what transpired and complete the sanction.  
 
Issue: When a sanction is created on AOS who is sent to prison on new charges prior to the sanction and NOR 
being served after being held in custody. 
 
Solution: Put NOAC in the ‘Sanction Given’ section, add the reason for the NOAC in the body of the report, and 
then contact your FAUG rep to complete it.  
 
NOTE: 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. 
 

Deleting Sanctions 
FAUG Reps can delete sanctions in the following scenarios:  

• A sanction is prepared on the wrong AOS 

• A duplicate sanction is accidentally prepared 

• A sanction is prepared, but subsequently it is determined that not enough evidence exists to 
support the allegation of violation behavior, or  

• A sanction is created but the AOS is not detained, and the sanction is never served 
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Misdemeanor Sanctions 
Any AOS convicted of one or more misdemeanors and sentenced to formal probation under the supervision of 
your county or ordered by the Court after November 1, 2000.  
 
Sanctions imposed on Misdemeanor cases will have some exceptions based on county court policy/practices. 
You will need to speak to your management/court contact for guidance.  
 
Then press F7 to create a new SRF. 

Merge Documents - OPTION 24 DOCSUM 
 
From client list, option 24, enter 

 
 
This will start the DOCSUM process 

 
It opens the ODOC webpage while it downloads the data, and a Save As box will open.  The file name DOCSUM 
should populate, and it should save to the correct location on your computer. 
 
Choose SAVE, this will open the next text box, telling you DOCSUM.TXT already exists, and do you want to 
replace it.  Choose YES and close the ODOC page. 
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Locate where your forms are located in your system, then choose the form you wish to create. 
 

 
 
 
The form should now be displayed.  Complete the form, print it out and then close without saving changes so 
you do not corrupt the template. 
 
These forms are created and maintained by your FAUG representative.  Speak to them if you have questions 
about the use of a merge document. 

Reports  
From CCPPO Menu option #16 CC Reports menu, there are multiple reports that can be run.  
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Management Statistics are generally office wide statistics used by managers 

 
 
PPO Special Report Process 

Special Reports are used to create reports useful for monitoring case management by an officer or a 
supervisor.  Reports pertaining to contacts will run based on the contact standards that have been determined 
by your county. 

To access PPO Special Reports from the main PPO Menu type 16 CC Reports Menu, then hit enter. From the 
next menu you will type 2 for PPO Special Reports and hit enter. You will find the following PPO Special Report 
options to choose from: 

1. PPO Office Visit Due – Creates a list with names of office visits due by date requested. Sorted by risk 
level, shows date of last office visit 

2. PPO Home Visit Due – Creates a list with names and addresses of home visits due by date requested, 
sorted by risk level, shows date of last home visit 

3. PPO Home Visit Alpha – Creates a list with all active cases and date of last home visit sorted 
alphabetically by last name, by caseload 

4. PPO Home Visit ZipCD – Creates a list with all active cases and date of last home visit sorted 
numerically by zip code, by caseload 

5. PPO Urinalysis Due – Creates a list of UA’s due as of date requested, must have condition code URIN or 
BODY entered  

6. PPO Treatment Open Referral – Creates a list of cases referred to treatment who have not yet entered 
treatment 

7. PPO Treatment Completion – Creates a list of cases who have completed treatment by caseload, must 
have treatment entry and completion date entered in record 

8. Transitional Leave Elig Report -  
 

Structured Sanction Reports 

Multiple reports to look at sanctions imposed by PO, office totals, by sanction type imposed or by conditions 
violated. 
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Total Reports 

 

 
(There is no 13 in this list, it is not missing) 

SID Numbers 
In Oregon, a State Identification Number (SID) is a unique identifier assigned by the Oregon State Police 
Identification Services Section to individuals involved in law enforcement actions. It's assigned when 
fingerprinting occurs, often at the time of arrest, and is used to track a person's involvement in the criminal 
justice system. The SID number is assigned even if charges are later dropped or no conviction occurs.  
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If a new admission to supervision does not have a SID number, they will be assigned a temporary SID number 
in DOC400. These numbers begin with a 7 and are 8 digits long. These should be updated as soon as a real SID 
number is issued. Support staff should be running temp SID reports monthly to follow up with POs on the 
status of fingerprints in order to have a SID number assigned.   

EPRS 
EPRs are entered into LEDS by support staff for each AOS. If an AOS is run, an automated hit will be generated 
in LEDS. The law enforcement agency that ran the AOS can respond to the EPR to provide a reason for the 
contact. All LEDS hits received will create an entry in the POs LEDS mailbox.  
Do Not copy/paste the LEDS hit into chronos. Summarize the hit info received (ran by, on date/time and any 
info provided by the agency). To copy this information is a CJIS violation.  
 
If the AOS has not been assigned a SID number an EPR cannot be entered to inform law enforcement of their 
status. An AOS with a temporary SID number cannot be used for an EPR.  

Release Planning 
ORS 144.098 states that the Board of Parole and the Local Supervisory Authority is to review an AIC’s release 
plan per ORS 144.096.  The purpose of Release Planning is to capture all relevant information, starting with 
revocation if appropriate, through release from a felony executed sentence of incarceration.  By the time the 
AIC is actually released, pertinent information will be available for case planning while the AOS is under 
community supervision.  
 
Release plans are created in DOC400 either by DOC (institution releases) or by the LSA (LC releases). Once 
created the release plan is sent to the county for review/approval in DOC400 and is uploaded into OMS and 
the county of record will assign the PO to investigate/approve.  
 
POs may view the release plan in OMS under the Release Planning tab, PPO/FIO Releases.  
If changes to the plan (condition requests, notes) are needed, email the release counselor and the Parole 
Board with information. A note may also be made in the comments section of the release plan.  
 
Upon approval of the address, the PO should mark the plan appropriately and send it back to the institution.  
 

PPS Revocations 
A release plan must be created following a PPS sanction revocation.  

• From CCPPO menu option #46 
• Enter the AOS SID # and enter 
• F6 to create a new plan. Once the plan is created use option 2 to enter the necessary fields in the 

release plan, noting it is a PPS revocation release.  
• Once complete the release plan is sent to the supervising authority- BOPPPS or the LSA to complete 

and issue a new order of supervision.  
 
NOTE: At times DOC400 will not allow the release plan to be sent to the Board and you will need to email 
them to notify that the plan is ready.  
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Waivers 
Any PPS release transferring to another county within the first 6 months of supervision must sign a waiver 
prior to transfer. This waiver allows the receiving county to return the AOS to sending county/county of record 
if necessary.  

IRT 
If an AOS has a proposed residence, a job, and a plan to live in another county, they can request transfer to 
that county. The AOS and supervising PO will create a plan that is submitted to the proposed county for review 
and approval/denial.  
 
AOS that are LOW supervision do not need an IRT, they can live in the other county and notice is simply sent 
to county.  
 
Low risk sex offenders do need to go through an IRT and have reporting instructions per ORS.  
 
Low risk DV AOS should be staffed between counties on need for sending an IRT.  

Printing Parole and Local Supervisory Orders 
Release documents/packets, Parole Board orders, and other LSA orders may be found in OMS.  

 
 
Current cycle documents will be displayed under the “Current” tab, documents from past cycles will be 
displayed uner the “Archived” tab. Parole Board documents will be listed under the Parole Board section. 

 



PPO Manual – REV March 2026  Page 68 

Sex Offender Supervision   
An AOS must register as a Sex AOS if the conviction is for any of a number of sex offenses as defined by the 
Oregon Legislature, (ie Rape, Sodomy and Sex Abuse).  Sex offender registration is done by the Oregon State 
Police and is the responsibility of the AOS to register annually. 
 
It is the policy of the Counties to identify AOSs convicted of predatory sex offenses who present a risk to the 
public and therefore will have their residential neighbors notified of their crime. 
 
In determining notification, the supervising officer will consider the following areas: 

• SONL level  
o Level I (low): A person that lives with the registrant. 
o Level II (moderate): A person whom the registrant is in a relationship with 

 Residential Neighbors and churches 
 Community parks, schools, and child care centers 
 Convenience stores and businesses 
 Other places that children or other potential victims may frequent 
 Long term and residential care facilities 

o Level III (high): All Items under Level II and 
 Local or regional media sources 
 Anyone who visits the Oregon State Police Sex Offender Registry Website 

• Whether the AOS is neglecting to take treatment or participate in rehabilitation 
• The AOS’s progress in treatment and the therapist’s recommendation on notification 
• The AOS’s overall compliance with the conditions of supervision 
• Whether notification would substantially interfere with treatment or rehabilitation 

 
When notification is indicated, the supervising officer will formulate a notification plan and consider notifying 
any or all of the following: 

• The AOS’s family and/or individuals residing with the AOS 
• Facilities in which the AOS lives, works and/or frequents 
• Residential neighbors and churches, community parks, schools, convenience stores, businesses and 

other places children or potential victims may frequent 
• Any prior victim of the AOS 

 
The notification may include all or any part of the following information: 

• Name and address of AOS 
• Complete physical description 
• Type of vehicle(s) the AOS is know to drive 
• Any conditions or restrictions included in the supervision or conditional release requirements 
• A description of the AOS’s method of operation and victim profile 
• Most current, available photograph of the AOS and vehicle(s) the AOS is know to utilize. 

 
SONL 
The Board of Parole uses the Static-99R risk assessment tool to determine the notification level of adult male 
registrants. For registrants who do not qualify for the Static-99R risk assessment (i.e. females, juveniles, and 
certain other registerable offenses) the LS/CMI and an in-person evaluation will be completed to determine a 
registrants notification level. There are three Sex Offender Notification Levels (I, II, III) that represent the range 
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of people, schools, and businesses in the community who may receive notification about a registrant. This 
notification is based on the level an individual has been given.  
 
Static 99R 
Done one time at the time of release from DOC, or when the AOS begins supervision.  The initial assessment 
would be coded as SONL, if the assessment is being used to determine their level, or INITIAL, if the person is 
not required to register as a sex offender.  
 
The STATIC-99R can be done again if an AOS is charged or convicted of any new qualifying sex offenses while 
on supervision; this would be coded as New Information Available.  
 

• Initial Static 99 Assessment: Select this reason when creating a new S99R assessment for an individual 
who is not SONL eligible. 

 
• SONL Assessment: Select this reason when creating a new S99R that will be used for the Sex Offender 

Notification Level (SONL). 
 

• New Information Available:  Select this reason when creating a new S99R due to new information that 
changes the assessment score. 

 
• D – DOC Statics: Only DOC staff should use this code for DOC AIC assessments. 

 
Enter a STATIC 99R 

CCPPO Menu option #9, F6 to create new, follow the Static 99 coding instructions to complete the assessment, 
entering through each screen.  

 
 
Stable/Acute 
Actuarial risk assessment designed to assess risk of sexually recidivating over time using dynamic risk factors 
used in conjunction with the Static 99R. This instrument should not be used to assess females, young 
offenders (those having an age of less than 18 years at the time of release) or offenders who have only been 
convicted of prostitution-related offenses, such as pimping, sex in public locations with consenting adults, or 
possession of adult pornography/indecent materials. This assessment should only be done on AOS who meet 
the criteria of a Static 99. Is updated once a year most commonly.   
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CCPPO Menu option 10, F6 to create new, follow the coding instructions to complete the assessment, entering 
through each screen.  

 
 
NOTE: Any sex offender assessments entered into DOC400 and not completed, or entered in error, contact 
the Community Corrections Coordinator to delete the assessment. Please provide the SID and justification.  

ATTACHMENTS 

DOC Chrono Business Rules 



 
 
DOC CHRONOLOGICAL RECORDS (CHRONOS)  
BUSINESS RULES  

                                                                                    Page 1                                                                                                    Rev Date: 03/27/26 

 
 

PURPOSE 
 

ORS 137.630 states it is a duty of a probation officer to “keep detailed records of the work 
done and to make such reports to the courts and to the Department of Corrections as the 
courts require.”  Thus, chrono entries are a part of the master record for an adult on 
supervision (AOS). Chronos contain the historical record of the contacts with and about an 
AOS during the course of supervision. A wide range of staff make chrono entries.  These 
records, which are accessible statewide by any approved user of the Corrections Information 
System (CIS) with a valid business interest in the AOS, are used to document case 
management decisions about an AOS and to recall events during legal proceedings. 

 
CIS ACCESS RULES  
 

Only those who have signed the State Department of Corrections User Authorization Form 
(UAF) and have received signed approval of the functional unit manager or designee may 
have access to CIS. By signing the agreement, the user acknowledges responsibility for 
protecting agency assets, including computers and information in accordance with the 
Department of Corrections administrative rules and policies as listed on the UAF. 
 
No user is to share access (password) with anyone.  File material whether electronic or not is 
to be accessed for official business purposes only and released to others according to policy. 

 
BUSINESS RULES 
 
I. Chrono Header  

The header section contains the Date, Time, Place and Person of the contact.  Other header 
information includes MR, which indicates the submission of a written Monthly Report by the 
AOS; and key word is used in chrono search and to identify the subject of the chrono.   

 
The information in the header is used to generate a variety of reports to assist leadership 
and staff with caseload management decisions as well to track the number of measurable 
contacts with the AOS. 

 
1. Chronos are only to be entered by authorized CIS users and are only to be entered by the 

user signed on to the system. 
 
2. Chronos can be deleted or modified within 7 days of entry only by the user that created 

the chrono. 
 
3. After 7 days, chronos can only be deleted if they contain sensitive information, and only 

with approval by the DOC Community Corrections Coordinator.  
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4. Any user can append a chrono at any time. 
 
5. Date in the chrono header should be the date of the contact.  Date is a required field and 

defaults to the entry date and should be changed to reflect the contact date if different.   
 

Note: The system records the date the chrono was entered along with the User ID and 
User Type of the person signed on to the system. Chronos should be entered as soon as 
possible after the event. The system will alert a user when 30 or more days have passed 
since the event date in the chrono header. 

 
7. Person and Place codes are to be used to accurately reflect with whom and where the 

contact took place.  Person and Place are required entries. 
 

• Place Code: This field indicates where or how an interaction occurred, or how 
information was received or transmitted.  
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• Person Code: This is the individual you spoke with, received information from, or gave 
information to. This is not you, the writer. Your identifying information is already 
logged when you enter a chrono. 

       

 
 
8. Time is a required entry. The time should reflect the time of the contact, not the time the 

chrono was entered. Time entries are used to establish the order of events that occur on 
the same day regarding an AOS. 

 
9. The MR (Monthly Report), field is to be marked Y=Yes whenever an AOS submits a written 

Monthly Report. It should not be used to reflect a routine or regular monthly office visit. 
This field should be marked N=No when a written monthly report is not submitted during 
the contact. This field is required. 

 
10. The Key Word field functions as a title for the chrono entry and assists in later searching 

for specific events.  
 
The statewide Field Automation Users Group (FAUG) recommends the following Key 
Words. Pressing F-1 with cursor on the Key Word field will display this list in CIS. Key 



 
 
DOC CHRONOLOGICAL RECORDS (CHRONOS)  
BUSINESS RULES  

                                                                                    Page 4                                                                                                    Rev Date: 03/27/26 

Words must be entered exactly as listed below, no abbreviations or deviations. If it is not 
entered as shown, it will not be included in any search for the specific keyword.  

 
  

 
 
In addition to those in the F-1 list in CIS, the following are approved key words.  
 

 
 

II. Text Section  
 

The text section of the chrono is a narrative description of the contact or AOS information. 
Describe the event, behaviors or directives given to the AOS. The narrative should be focused 
on supervision, compliance with conditions, and adherence to the law. 
 
Any user on the CIS network who has access to CIS can read chronos but should only do so 
when they have a valid business need.  Chronos are subject to subpoena and public records 
requests and may be released publicly. 
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1. Basic and Common English Language rules: Proper capitalization rules apply. Sentences 
should begin with capital letters and capital letters should be used to depict acronyms; 
otherwise, lower case letters should be used. 

 
Note: Use of all caps is read as SHOUTING. It is discouraged and should be avoided. 

 
2. Use acronyms and abbreviations sparingly. 
 

Note: Remember, someone else needing to review the chronos may not be familiar with 
county-specific acronyms or language. To communicate effectively spell out acronyms at 
least once in the chrono text. 

 
3. Timely: Chrono entries should be made within one business day of an event or 

occurrence.  
 

Note: The Officer of the Day, Supervisor, Recog/Pre-trial may need to make decisions 
based upon what information is found in the chronos. Timely, up-to-date information 
entered may be critical to that decision. 

  
4. Professional: Chronos are to record the work done with an AOS and the events of the 

AOS’s supervision. Events, behaviors and case management decisions and plans are to be 
recorded in chronos. Information entered should be fact-based and opinions should be 
based on professional judgment. Personal feelings, conflicts or complaints related to case 
management decisions are not to be recorded in chronos. Characterizations of the AOS 
are not appropriate and should not be entered into chronos. 

 
Note: Keep in mind that under certain circumstances (subpoenas, lawsuits, grievances, 
public records requests, etc.) your chronos may be reviewed by senior management, 
attorneys, judges, and other individuals outside the agency.  Your professionalism will 
speak for itself. 

 
5. Complete and Concise: Entries should focus on names, numbers, actions, and 

statements made by the AOS, or others, and directives given by the PPO. Observations 
or perceptions are to be written in a descriptive manner avoiding slang.  Statements 
should be summarized or quoted and behaviors described clearly.  

 
6. Copy and Paste: Do not copy and paste entire emails, long documents, LEDS and/or 

warrant information into chrono’s. Emails from outside sources should be summarized, 
with only key points mentioned in the chronos.   
 

7. Sensitive Information: Seek supervisory feedback regarding the entry of sensitive 
information such as victim information, address and/or phone number or confidential 
informant information, etc.   
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Information is considered sensitive when the staff member receiving the information 
believes disclosure could reasonably result in harm.  
 
When sensitive information is entered, a Key Word entry must be made marking the 
chrono as CONFIDENTIAL. This allows for more accurate search for a chrono that may 
need redacting by the department if the file comes under subpoena. 

 
8. Threat of Harm: Staff are required to report and respond to any information about an 

AOS harming or threatening to harm someone or threatening to harm themselves. Staff 
must notify any identifiable individual(s) or classes of individuals potentially at risk or 
harm in the community based on the identified threat. The chronos must reflect the 
actions staff took to notify the community and individual(s) under threat. 

 
9. Personal Identifying Information (PII): Do not enter personal identifiable information. PII 

in this context includes social security numbers, driver’s license numbers (Oregon and 
out- of-state), mother’s maiden name, FBI number; and anything that might be found in 
a LEDS restricted file (like the acknowledgement someone is classified as a known 
terrorist). 
 

10. Medical and mental health information: Medical and mental health information, such as 
a medical diagnosis, or mental health diagnosis and related medications, may be 
documented when such documentation is necessary for supervision. In all cases, 
documentation must clearly identify the source of the information (e.g., self-report, direct 
medical source, firsthand behavioral observation) and the specific supervision-related 
purpose for documenting it, such as safety concerns or risk to the individual or the 
community.  
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