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Appendix A- Manual Section Responsibilities 
 

 
Introduction Robin Filbeck, Tillamook 
Table of Contents Tina Potter, Tri-County 
OPS 1 – Public Information Angie Gustafson, Linn 
OPS 2 – Admitting Offenders in CIS Teresa Yurkovich, Josephine 
OPS 3 – Entering Request for RI’s & Compact Investigations       Tina Potter, Tri-County 
OPS 4 – DOC/Institution Release Data Entry Robin Filbeck, Tillamook 
OPS 5 – Enter Probation Record (EPR) / LEDS / WebLEDS / OJIN Tina Shippey, Coos 
OPS 6 – ORS Listing with NCIC Codes Tina Shippey, Coos 
OPS 7 – Modifying Offender Records in CIS Kerri Humbert & Kim Rossotto, Douglas 
OPS 8 – Closing Offender Records in CIS Robin Filbeck, Tillamook 
OPS 9 – Transfers and Field Investigations Tina Potter, Tri-County 
OPS 10 – CIS Movement History/Maintenance Tina Shippey, Coos 
OPS 11 – Caseload History Maintenance Angie Gustafson, Linn 
OPS 12 – Miscellaneous  Kathy Fenner & Karen Rhein, Multnomah 
OPS 13 – Data Entry Requiring a SUN User Tina Shippey, Coos 
OPS 14 – Odd Scenarios Diane Ballard, Jackson  
OPS 15 – SB1145 Data Entry Suzette Phillips, Curry 
OPS 16 – W/W INOP Instructions Suzette Phillips, Curry 
OPS 17 – DNA Data Entry Suzette Phillips, Curry 
OPS 18 – Condition Tracking Tina Potter, Tri-County 
OPS 19 – Substance Abuse Tracking Tina Potter, Tri-County 
OPS 20 – Report Printing Teresa Yurkovich, Josephine 
OPS 21 – OISC Central Records Bethany Smith, OISC 
OPS 22 – Parole Board Michelle Mooney, Parole Board 
OPS 23 – Employee Maintenance  Diane Ballard, Jackson 
OPS 24 – Checklists and Forms Tina Potter, Tri-County 
OPS 25 – Reference Manuals and Resource Information Angie Gustafson, Linn 
OPS 26 – Glossary and Terminology Suzette Phillips, Curry 
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