Community Corrections Information and Billing (CCIB)
Offender Data Entry Instruction Guide
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Welcome to CCIS
Username |

|
Password | |
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Enter your username and password. Your administrator must request this information from the Division
of Criminal Justice - Office of Community Corrections (DCJ/OCC). Contact Arlene Duran at (303) 239-
4548 or arlene.duran@cdps.state.co.us.

| Offender Intake Information

To enter an offender into CCIB for the first time, choose New Service from the Offender menu.
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These first fields are essential for accurate billing and reporting and are therefore required to begin a new
record.
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Service Start Date ﬁ

Referring 1D IDl - Jefferson /Gilpin ;I

State Id (S1D) Service IDlvErslnn Residential ;I

Last Hame First Nams

[ had service |

Service type drop down list will only contain services available at your program. Review this list closely
and be certain you choose the accurate service type for the offender. The State Identification Number
(SID) is required for each offender. This number is the offender’s unique identifying number. Once you
select Add Service the Service type and SID fields cannot be edited without deleting the entire record and
beginning again.

| Offender Search
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Dffender Search Criteria
Judicial District

Provider I

Program I

State ID I First Name I Last Name Ik
offender Status IActive vl

0200004 kennedy, Theresa Janice Diversion Man Residential 03/16/2007
034951 knight, Roscoe Diversion Mon Residential 03/27/2008

State ID___Name __________________lService _________________[StartDate End Date %‘

To search for a previously entered offender, choose the magnifying glass icon at the top right side of the
page. This will take you to the offender profile search page, where you can search for an active or
terminated offender. Choose from the list of possible offenders.

If you have just logged onto the system, selecting “Profile” from the Offender menu (top left of page) will
also take you to the profile search page. However, if you have already viewed an offender profile during
your current session, selecting “Profile” will return you to the most recently viewed profile page.



| Details at Entry Tab

Each service type will request specific data organized by tabs. Upon offender entry, complete the Details
@ Entry tab. The remaining tabs can be completed during the offenders stay, if applicable, or after an
offender has terminated the service type.
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Employment I ;I
Offense Name [ | History of Chronic Unemployment | =1
DLl Code [ =l Education Level | =l
Felony Class [ | Legal Status | =l
Sentencing Judge [ ‘ Marital Status | Bl
Sentence Length [ |

Delete Button — Deletes the Entire record. Only use this button when data for the offender on the initial
critical fields was entered incorrectly.

Save Button — Saves data currently entered so that you may return to enter further information at a later
time. The form cannot be saved with errors, but blank fields are acceptable at this time.

Complete Button — Must be used to finalize a record after termination. Records can only be completed
once all information is filled in. No blank (or error) fields are allowed.

Preview Button — Creates a printable version of the offender profile data that has been entered.
House Icon — Takes you back to CCIB homepage
Magnifying Glass Icon — Takes you to the offender profile search page.

Box w/Key Icon — Logs you out of the system.



| Instruction Window
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Doc # [ | Case # [ |
Entry Date 5/25/2008 | 4] Discharge Date [ |
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Offense Name [ | . .
History of Chronic Unemployment | ;'
DCI Code I ;I Education Level I =1
Felony Class | ‘ lenal Status | ;I
Sentencing Judge [ For the Felony Class, - | =l
Sentence Length [ record the pumber 1-6, for
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court mittimus.
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Clicking in any field will display an instruction window.
Turn On Help (located at the top right)- Displays the instructions for all questions.

Turn Off Help- Turns off the Instructions for all fields.
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No Movernent Records Found, ‘

Emergency Leave
Hospitalization
Mon-Res Level 1
Mon-Res Level 2
Mon-Res Level 3
Mon-Res Level 4
Mon-Res Off Grounds

Comments)
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Off-Grounds Leave
Pass or Furlough
STIRRT Prograrm

If during his or her stay, an offender is temporarily off-grounds for hospitalization, an arrest, etc, select
“Movement” on the bottom left of the screen to enter this information. Indicate the type of movement in
the movement type window. This is where you indicate all movements between non-residential levels.
At entry, the appropriate non-residential level must be selected, for all non-residential offenders; any
subsequent level change must be entered promptly. This information populates the billing and begins
calculating an off-grounds rate for this time period. Use the instructions window for assistance.



| Offender Transport Mileage

3 Community Corrections Information System - Microsoft Internet Explorer provided by Colorado Dept of Public Safety _ = x|

File Edit View Favorites Tools  Help |
daBack - = - a3 | Dzearch [GFavortes  Meda (% | E= R=E |

Address I@ httpsfidey clientsoly, comCCIS/ OFfenderServiceOtherCharge, aspx j f)Go ‘ Links >
Community Corrections Information Systems Community Alternatives of El Paso County
£ o Diversion Residential
1 Smith, John (1234567)
Powered by ClientSolv Turn OFF Help
] Other Charges
| offender b .'l\J /'3 l_.]l
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Charge Type|Mileage -
Date m
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=+« Return to Offender Service

Under certain circumstances, programs are authorized to bill for the mileage required to transport specific
offenders. Choose the Other Charges option (bottom left of screen under the tabs) and record the

mileage information.

| Criminal History Tab

3 Community Corrections Information System - Microsoft Internet Explorer provided by Colorado Dept of Public Safety = |7 ﬂ

File Edt Wiew Favorites Tools  Help |
daBack v = - (2 7t | Qisearch [GFavortes Meda % | S = 5

Address I@ httpe fidew clientsoly,.comfCCIS{ResidentialForm, aspx ﬂ 6>Gu ‘ Links >
-

Community Alternatives of El Paso County
Diversion Residential
Smith, John (1234567)

Turn ON Help
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state Id (SID) 1234567 Date of Birth [ |

Last Name [5mith | First Name [3ohn |

Gender | = Ethnicity | |

Referring ID IDl - Jefferson /Gilpin ;I County of Conviction I ;I

DOC # [ | Case # [ |

Entry Date 5/z9/2008 | ] Discharge Date [ |
Details @ Entry | Criminal History ” Fiscal Information | Assessment | Treatment Services | Details @ Discharge |

Adult Criminal Histor:

Total Number of Felony Convictions

Total Number of Juvenile Adjudications
Number of ¥iolent Juvenile Adjudications Number of ¥iolent Felony Convictions
Number of Juvenile Placements Number of Probation Supervisions

Number of Juvenile Commitments Number of Community Corrections Supervisions

Number of Parcle Supervisions

L]
L]
]
[
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Age at First Arrest ~ R
Number of Probation Revocations

Number of Community Corrections Revocations
Number of Parole Revocations
Number of Prison Incarcerations

Number of County lail Incarcerations

Movement ©ther Charges m Complete m
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Data requested under the Criminal History tab requires information on the adult and juvenile criminal
history of the offender.



| Fiscal Information Tab
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DocC # [ |
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w S |
Date of Birth &
First Name [3ehn |
Ethnicity | 3|
County of Conviction | =
Case # [ |
Discharge Date I:l E

Details @ Entry | Criminal History ” Fiscal Infarrnation “ Assessment || Treatment Services || Details @ Discharge |

Earnings
Federal Taxes Withheld

State Taxes Withheld

I

Subsistence Paid

Restitution, Fines and Fees OWED at Entry

Restitution, Fines and Fees PAID at Termination

Treatment Dollars Paid
Child Support Dollars Paid

Fees Owed to Program

LU

Movement Other Charges

Data requested under the Fiscal Information tab requires final financial information related to the

[octct [ sove [ Compictc [ Previen |

offenders stay in this program only. Do not report cumulative figures from other service types.
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Family /Marital Attitude fOrientation
Accommodation Total Score

Leisure fRecreation Rater Box Total

LSI 6 Month Update
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Total Score Rater Box Total
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ASUS-R Raw Scores
AOD Involvement
ADD Disruption

AOD Last 6 Months
AOD Use Benefits
Social Non Conforming
Legal Non Conforming

Legal Non Confoerming - 6 mo

Mood Adjustment
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Global AOD-Psychological
Defensive

Motivation to Change

Strengths
ASUS-R Rater Scale
Behavioral Disruption

Psychophysical Disruption
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Social Role Disruption
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Data requested under the Assessment tab requires the completion of the Standardized Offender

Assessments, if applicable.



| Treatment Services Tab
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Movernsnt Crther Charges

Data requested under the Treatment Services tab includes the LSI priorities, Step 7 and 8 of the TXRW,
the number of sessions received in each treatment service type and a few additional elements.

| Details at Discharge Tab
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Data requested in the Details @ Discharge tab requests offender employment and education status at
termination and whether any electronic whereabouts monitoring was used while in the program.

Offender Arrest for a New Crime at Discharge
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In the event the termination reason is “New Crime”, additional information about this crime is required.

Offender Escape at Discharge
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In the event the termination reason is “Escape”, additional information relating to fugitive reporting is
required.

Substance Abuse at Discharge
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In the event the termination reason is “Technical Violation ”, you are prompted to record whether the
technical violation was drug or alcohol related and which drugs were used. If the technical violation was
not drug related, indicate the reason for termination.

| System Errors

/A Community Corrections Information System - Microsoft Internet Explorer provided by Colorado Dept of Public Safety

File Edt View Favorites Tools  Help |

SeBack - = - @) % | Bisearch [(EiFavorites fveda # | Bh- &= H

Address |@ hitp:ffdew clientsolv.com{CCIS/ResidentialForm. aspx =] e ‘ Links **

Community Corrections Information System Community Alternatives of El Paso County
= "o Diversion Residential
Smith, John {1234567)

Turn OFF Help

n P =

Powered by ClientSolv
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Errors were detected on the page:
s Felony Class must not be greater than 6.
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Entry Date B Discharge Date | | |
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Offense Name [ | History of Chranic Unemployment | =1
B Gode [ = Education Level I =1
Felony Class [= | Legal Status I =
Sentencing Judge [ J Marital Status [ =
Sentence Length [ |

Movement other charges [Save I compicte I Preview B




Validation rules are built into the database. Any violation of these rules will result in a red error message.
All errors must be fixed prior to saving offender information.
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Entry Date
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i it Offy Infi ati icial Distril icti =
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To print an offender data summary page, select the “Preview” button at the bottom right of the offender
profile page. A pop up window will appear as shown above. The printer icon at the top of the report page
will send the report to a printer you select. In order to export this report to an alternate electronic format

you must first select the format desired from the drop down menu (excel or PDF) then click on “Export”
When exported, the report will maintain its formatting.

Be sure to save the record by choosing the Save box. After you have completed the record and no fields
are left blank- choose the “Complete” box. Once the database is up and running smoothly statewide,
DCJ/OCC will be periodically reviewing the timeliness of programmatic data entry. Selecting the
Complete button indicates to DCJ/OCC that all data entry related to this record is finalized (though you
will be able to make changes to the record after the fact if necessary).



