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Offender Profile System (OPS) Training Manual

Your CIS (Corrections Information System) adventure begins here!

If you’ve never worked with this system before and are now wondering what you’ve
gotten yourself into, don’t panic; just take a deep breath! While the field of community
corrections and this computer system are ever-changing, the support system you have
both with this manual and your SOON Reps (Statewide Office Operations Network) is
consistent. SOON Reps are more than happy to assist you by answering your questions,
offering advice or simply lending an ear when you feel overwhelmed or frustrated.

Learning how to do this job correctly is an enormous challenge; but it is possible and it is
an accomplishment of which you should be very proud! This manual has been designed
to assist you in entering, modifying and transferring offender data within CIS and a few
other systems like WebLEDS, OJIN & e-Courts. You will find screen prints with
detailed directions and quick reference checklists to help ensure you complete a specific
task accurately and in its entirety.

This system is known by many different names; CIS, DOC400, AS400, DOC, ISIS, etc.
Just as there are different ways of referring to this system, there are likewise a variety of
different ways to navigate within it. One method is to utilize the shortcuts found within
the Menu Bar at the top of the screen (found by pressing F11); another is to select an
option from the Main Menu and pressing the “Enter” key to make your way through the
screens one-by-one until you’ve reached the desired screen. For the most part, this
manual uses the steps that appear within the Main Menu.

As you now begin to navigate through the community corrections and CIS worlds,

remember that you are not alone!! Here are some tips to keep in mind that may help

you on your journey:

= Take a deep breath and remember that there is nothing you can do within the system
that cannot be undone!

= Read the screen and take your time; don’t rush your work. Quality trumps quantity
here.

= Read this manual and use the quick reference checklists found within it.

= |f you still can’t find the answer to your question, contact a SOON Rep. You can find
one on the website:

http://www.oregon.gov/doc/CC/docs/pdf/soon_rep_phone_directory.pdf

Good luck!
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support and contributions that help make this manual possible.
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OPS CHAPTER 1 — Public Information

1.1 PUBLIC INFORMATION SCREEN
**No F11-4 etc. to do supervision fees, etc. Reminder that the F11 screens from
public information would NOT be public information.**

To search a name: Enter SID# or F4 on the Offender line if you do not know the
SID#, type in name you are searching, click on the name and open the public
information screen when looking for an offender BEFORE giving out any
information.

=f] pocaom — O X
File Edit View Communication Actions Window Help

B A% B w6 %% 2 @

Corrections Information Systems 13:02:05

0ffender Public Information 12/11/17

Offender.. ~ c Status. Probation a

Location.. LINN Linn County Community Corrections Cell.
DOC cycles. 05-01-01
Age 54 DOB DNA Collected
Sex Hale Race WHITE Field admission date.. 11/04/2016 ﬂ
Height 5'05" Hair BROWN e Haximum custody date.. 05/03/2018
Height 1501bs Eyes GREEN

Caseload G

Supervision .
Court Case Cnty ORS RAbbrev Cls Type Begin Date Yrs-Mos-Days Term Date & Code

Bottom
| F3=Exit Fd=Prompt F5=Refresh  F6=PTA Caseload F9=Retrieve
| F11=Menu bar F12=Cancel F17=A11 offenses F22=0ffender Photo

MA A HW

| 4! 1902 - Session successfully started

SID number, name, and supervision location

Current status of supervision

Basic physical description

Supervision begin and projected end dates / Discharge Date — “F” behind discharge
date signifies a “FIRM” parole release date. This is programming used in the
institution.

PwpndPE

OPS 1 — Public Information 1-1
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5. Supervising PO name and supervision risk level
6. Cases currently being supervised

F17 = All offenses: which includes expired offenses. ALL offenses are considered public
information.

F22 = Offender Photo: This feature allows you to see a photo of an offender, if one is
available.

Double click directly on the F22 (not the words “Offender Photo)

Or simply press F22 (shift + F10)

PUBLIC INFORMATION SCREEN — New Designator

This new designator went into effect in August of 2014 and is for offenders convicted in
Oregon who are serving their sentence in another state’s institution or are convicted in
another state who are serving their time in a Oregon institution.

****Please read the warning shown below and follow the directions carefully — tell the
requestor that you have no information regarding the offender.

ok WARNING! .

Any information regarding this offender is confidential
and not to be disclosed, up to and including status in
our system. If you receive an inquiry regarding this
offender, inform the requestor you have no information
regarding the offender.

WARNING! s

Hit enter to get past this screen and it will take you to the public information screen. This
is what it looks like from here.

OPS 1 — Public Information 1-2
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CE3501I Corrections Information Systems 6:54:41
KENNEDYH Cf fender Public Information B/07/14
*% WARNING!! CONFIDENTIAL OFFENDER INFORMATION - DO NOT PRINT OR SHARE!! #+%

Cffender.. CEfender Name Status. Inmate

Location.. Cell. Cell#

DOC eyeles. 01-01-03

Rge 54 DOB 9/14/1959 DNL Collection Regquired

Sex Male Race WHITE Inst admission date... 01/16/2013
Height 5'08" Hair BLCOWD Earliest release date. 11/06/2378
Weight 1901bs Eyes BLUE

Caseload *DESIGETATOR™

Classification
Court Case Cnty CORS Abbrev Cls Type Begin Date Yrs-Mos-Days Term Date & Code
27CREB0255/01 DOC MURDER UrF I 11/05/1982 099-000-000

Bottom
F3=Exit F4=FPronpt F5=Refresh Fe=PTAR Caseload FS=Retrieve
Fll=Merm bar Fl2=Cancel F17=R11l offense=s

Once the offender has been discharged, the data contained on the Offender Public
Information screen can be disclosed.

OPS 1 — Public Information 1-3
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2.1 Heading and Caption

IN THE CIRCUIT COURT OF THE STA OF OREGON FOR THE COUNTY OF

This section is called the header. It describes the court in which the defendant was
convicted. The county of conviction is entered in CIS in the work with offense screen,
when you enter the new docket.

*kkkkkkkkkkk

State of Oregon, ' ' )
Plaintiff ) :
)  Case No.: 15CR12366 ' °
VS. ) —
) JUDGMENT ' 4 |
. )
Bentley Hart Chappell, [ 2] ) Case File Date: 03/27/2015 ‘/5;
Defendant - ) District Attorney File #: 15-331 @)

This section is called the caption. It describes

The Plaintiff (in a criminal matter this is always the State of Oregon)
The Defendant

The case number

The title of the document

The date the case was filed with the court (filed by the District Attorney who acts
as an agent for the State)

The district attorney’s file number

ONOICIOION®

Some of this information may be used for data entry in CIS, such as the Defendant’s
name, the case number, and the district attorney’s file number.

OPS Manual Chapter 2
Revised: March 2, 2017 2-2




Offender Profile System (OPS) Training Manual

2.2 Description of Defendant

DEFENDANT
True Name: Bentley Hart Chappell Sex: Male
Date Of Birth: 10/14/1983 State Identification No (SID): 199000850R

Fingerprint Control No (FPN): JBEN115254533

This section describes the Defendant and may include his true name, court name,
AKAs, date of birth, gender, SID, and fingerprint control number. (NOTE: SID is not
always included and should be double-checked against CCH to be sure the correct SID
is being used) Information found here can be used to run a QWHD in LEDS.

2.3 Description of Court Officers

HEARING

Proceeding Date: 09/03/2015
Judge: Locke A Williams

Defendant appeared in person and was not in custody. The defendant was represented by Attorney(s) DAVID A
CORDEN, OSB Number 910339. Plaintiff appeared by and through Attorney(s) HOLLY D ALLEN, OSB Number
096244,

The proceeding date is your admission date (for probation, conditional discharges,
diversions, and sometimes local control) as well your begin date on the offense data
entry. The names of the convicting/proceeding judge, defense attorney, and prosecuting
attorney are all listed here. If an offender is not represented, it may say “pro se” in the
defense attorney section, which means the Defendant represented himself.

2.4 Offenses

This section is where the offenses begin.

COUNT(S)

It is adjudged that the defendant has been convicted on the following count(s):

o0
2 ) Count 1 : Failure to Perform Duties of Driver to Injured Persons

Count number 1, Failure to Perform Duties of Driver to Injured Persons, 811.705(2)(a), Felony Class C, committed on
or about 02/14/2015. Conviction is based upon a Guilty Plea on 07/31/2015.

OPS Manual Chapter 2
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You'll see the title “Count(s)” and language following that explains the Defendant
has been convicted.

@ Count and crime name

@ The paragraph under the count title describes the count number again, the name
of the crime again, and also tells you the ORS code the Defendant was convicted of,
and what type of crime it is (degree of felony or degree of misdemeanor). It also tells
you the date the crime was committed and the date the Defendant plead guilty or guilt
was determined by a jury.

2.5 Sentencing Guidelines

Sentencing Guidelines

Then Count Number 1 i@nd theCriminal History Classification (CHC

The next section addresses sentencing guidelines. The sentencing guidelines contain
two parts: the crime severity classification (CSC) and the criminal history classification
(CHC). Both components are determined by the District Attorney’s office and may or
may not reflect the exact nature of the crime or the Defendant’s criminal history.
Sometimes deals are made to classify crimes in a higher or lower category. If the
offender is sentenced based on the CSC and CHC as listed, there is no “departure” of
the sentence. If the following sentence does not match the prescribed sentence for the
CSC and CHC listed, that is known as a “departure.” Departures can be dispositional,
durational, optional probations, and/or stipulated to.

Here’s an example with departure language of an “optional probation™:

Sentencing Guidelines

The Crime Severity Classification (CSC) on Count Number 1 is 8 and the Criminal History Classification (CHC) 1s L.

The court finds substantial and compelling reason for a Downward Dispositional Departure, as stated on the record.
This departure is pursuant to the following aggravating or mitigating factor(s):
+ Stipulation of Parties

« SameGs Optional Probation Criteria

OPS Manual Chapter 2
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Here is an example of a downward dispositional departure:

Sentencing Guidelines

The Crime Severity Classification (CSC) on Count Number 2 1s 7 and the Criminal History Classification (CHC) 1s A.

The court finds substantial and compelling reason for £&Downward Dispositional Departure
This departure is pursuant to the following aggravating or mitigating factor(s):
* By stipulation of the parties.

s stated on the record.

Here is another example of a departure, with a specific reason for the departure:

Sentencing Guidelines

The Crime Severity Classification (CSC) on Count Number 23 iud the Criminal History Classification (CHC) i@

The court finds substantial and Lompelhno reason Tm { s stated on the record.

)0\\-‘11\\'ar'd [)ispnsitimlal Departure
This departure is pursus SRTeREHE

Diminished mental capacity; lack of previous criminal history: detenclant is amenable to treatment
and treatment 1s available.

The informationfound in this section described the crime severity
classification and the criminal history classification. These scores determine what the
presumptive sentence should be for a particular offender/offense. There is a sentencing
guidelines grid that utilizes these scores and contains the information that courts and
district attorneys use for sentencing, either following the sentencing guidelines or
departing from the grid.

2.6 Court Language

License Suspension / Revocation

Defendant's Drivers License is Suspended for 1 year(s).

This section may or may not appear on your judgment, depending on whether or not the
Defendant’s license has been suspended or revoked.

OPS Manual Chapter 2
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2.7 Sentence

This next section indicates the type of sentence handed down.

QD Probation

@ Defendant is sentenced tq Supervised Probation Jor a period nd shall be subject to the following
conditions of Probation: Detendant is ordered to pay a supervision fee.

@ In this first example, the offender was given probation, as indicated by the title.

@ In the paragraph following, it indicated whether this is supervised probation or
bench probation and the length of supervision. Bench probation cases NEVER get
entered into CIS.

2.8 Conditions

On probation judgments after the sentence portion, shown directly above, you will find
language regarding conditions. Sometimes you will only see one line regarding general
conditions like this:

Defendant is subject to the following general conditions of probation (ORS 137.540):

Sometimes all the ORS-governed general conditions are spelled out. Either way is okay
and both cause the Defendant to be subject to the general conditions.

Defendant is subject to the followin‘probation (ORS 137.540):

* Pay supervision fees, fines, restitution or other fees ordered by the court.
* Not use or possess controlled substances except pursuant to a medical prescription.

* Submit to testing for controlled substance or alcohol use if the probationer has a history of substance
abuse or if there is a reasonable suspicion that the probationer h~- " =gally used controlled

substances. 695

 Participate in a substance abuse evaluation as \)ﬂ)o .pervising officer and follow the
recommendations of the evaluator if the m‘p\e Qn— grounds to believe there is a history of
substance abuse. of ere

* Remain in the State of . \ed «tfen permission to leave is granted by the Department of
Corrections or \0(6 .atlity corrections agency.

* If physically al _a and maintain gainful full-time employment, approved schooling, or a full-time

comhinatinn af hath Anv watver af thic rermirement mnict he haced an a findinag hy the canirt etating

OPS Manual Chapter 2
Revised: March 2, 2017 2-6



Offender Profile System (OPS) Training Manual

If there are any special conditions ordered, they should appear right after the language
of the general conditions. Sometimes the court will include language in the special
conditions that’s already covered by the general conditions, and that's okay.

Furthermore, Defendant is subject to the following Special Conditions of Probation TORS 137.540(2)):

Defendant shall:

* Report immediately following sentencing or release from custody to Benton County Community
Corrections office at 180 NW 5th Street, Corvallis, OR. Phone: 541-766-6888.

* Immediately surrender to the Court any licenses, tags and permits suspended or revoked in this case.

* Not operate a motor vehicle without a valid driver license or permit and insurance.

+ Complete a substance abuse evaluation/screening at the direction of »~ Nation officer. Enroll in,
actively participate in and successfully complete an approved eS rogram recommended by
the evaluator. Pay all costs of evaluation and treatmer* \_)KQO ~ases as directed. Provide
probation officer proof of completion of treat m@\e _properly licensed treatment provider not
later than 60 days prior to the expirari~ of e‘/\a "

* Submit to blood, breath, sali . o\e «ys1s tests at the direction of the treatment provider,
probation officer or t* (€ .cimine compliance with the conditions of probation or if
probable cause exists _wve that defendant has consumed alcohol or controlled substances or

upon request of a law enforcement officer having a reasonable suspicion defendant committed the
offense of driving under the influence of intoxicants. Pay all costs of testing as directed.

* Sign any and all releases necessary for probation officer or the Court to ensure defendant's

r‘r\mn]{c\nnp “if;f]’\ anyr ’,11"\('1 ‘]]] termea l”\'F 1‘\1“1”\]"\‘]1’1'(\1‘\ Q’J;fl T”P]PQQF‘I(Q\ C‘]‘\‘]]] 1'11("]1114{3 ]'\111' nnt ]’\P ];1’\’\1‘1’9{" tn

2.9 Jail as a Condition

Sometimes jail is ordered as a condition of probation. This is different than the
Defendant being sentenced to Incarceration (which would be either into the institution or
into local control and possibly straight jail). Don'’t let the language “Supervisory
Authority” confuse you. That'’s just a fancy way to describe your jail. The definition of
“Local Supervisory Authority” is the local corrections agency or official, designated in
each county by that county’s board of commissioners to operate correction supervision
services, custodial facilities, or both. (often the Sheriff's Office) So when the offender is
in custody the Supervisory Authority is the jail; when the offender is on (local) post-
prison supervision the Supervisory Authority is the community corrections agency.

Jail as a Condition of Probation
Defendant is ¢ 1 to jail t'oefendant is to report to |

19ible for carned good time creditPefendant will receiv@credit for 1
receiveCredil [or time served.

The Defendant may be considered by the supervisory authority for any form of alternative sanction authorized by ORS
423,478, and the defendant shall pay any required per diem fees.

rvisory Authority byd1/10/2015 at 8:00 A

5 days jail if he reports on time. Defendant may

OPS Manual Chapter 2
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The body of this section is information the jail uses for their calculations. Take your time
and read the paragraph to learn more about the jail condition.

2.10 Statutory Provisions

Statutory Provisions

Detendant is ordered to submit blood or buccal sample and thumbprint pursuant to ORS 137.076.

If the Defendant is required to submit a DNA sample, you should see language like this.
The crime determines whether or not a person is required to submit to this.

Statutory Provisions

Defendant is ordered to submit blood or buceal sample and thumbprint pursuant to ORS 137.076. Defendant 1s ordered
to submit to testing for HIV and other communicable diseases pursuant to ORS 135.139.

Here’s an example that includes the requirement to submit to HIV testing as well.

2.11 Court fees and fines

Money: An offender is often subject to fines or court fees, including a charge for a public
defender, and sometimes required to pay restitution or a compensatory fine. This first
example shows court fees and fines.

Monetarv Terms

Defendant shall be required to pay the following amounts on this count:

Fees and Assessments: Payable to the Court.
Type | Amount | Modifier | Reduction | Actual Owed

@ $200.00) $200.00
'iiZU{J_l'_i{J_ $200.00

Total

In this example, the Defendant only has to pay one fine. You may see a list of costs
here, outlining a variety of fees and fines owing. If this is showing at the end of count
one, it is related only to count one. There may be several counts on one judgment, all of
which can have separate fines, fees, costs, and restitution. If this doesn’t show until the
very end of the judgment, after all the counts are listed, then it relates to ALL counts on

the judgment.

OPS Manual Chapter 2
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2.12 Compensatory Fine/Restitution

In this next section under Monetary Terms, we see an example of restitution:

‘ompensatory Fine/Restitution:
Restitution 1s ordered to be paid to the court and disbursed to the payee(s) named below.

Payee Not To Exceed Amount
State Farm Claims $4.102.09
N $250.00

For privacy purposes, I've marked over the payee’s hame in this example. This example
shows restitution that is ordered to a specific count.

It is important that the total amount owed is entered into CIS and the restitution
condition is marked as trackable. If this appears after a specific count, be sure to add
this condition to that specific count. There are a variety of reasons that it's important to
track restitution on the proper count, if it is so ordered on a specific count.

Another example of restitution language you may see:

Compensatory Fine/Restitution:
Restitution 15 ordered to be paid to the court and disbur
Pavee

Home De
Toint and Several Liability with:
Case#:

15CR17856

Dot

When a judgment indicates restitution is “joint and several liability with:” that means
more than one person is responsible for paying the restitution owed. If anyone makes a
payment and reduces the balance of restitution, it should be tracked, regardless of who
made the payment. The concern isn’t with who has made the payments, as much as
with the percentage of the overall balance that has been paid.

If restitution or compensatory fine is NOT ordered on a specific count, it will come after
language like this (if appropriate — not all judgments have multiple counts)

COUNTS DISPOSED WITH NO CONVICTION
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And it will also be shown at the very end of the judgment with a title like this:

IONEY AWARD INCLUDING RESTITUTION
Judgment Creditor: State of Oregon
Judgment Debtor: IEGG_———_—

Notice the different titles of the sections:

"ompensatory Fine/Restitution:

"TTO\FY AWARD INCLUDING RESTITU TIO_S_

Restitution 1s ordered to be paid to the cc Judgment Creditor: State of Oregon
P:]\'pp Tusdansant Tiahtan Dantlas: INawt M hansa mn
This one appears directly after a count. This one appears at the end of the order.
Relates to only one count and should Relates to ALL counts if this is the only
appear after individual count. reference to restitution.

IMPORTANT: Don't be confused because the example on the right should appear on
EVERY judgment, including ones that show the restitution on each individual count. The
difference is if it ONLY appears at the end or if you see both types of language — one
after a specific count and one at the end.

2.13 Judge’s signature
Signature block. There should be a judge’s signature on every order. Sometimes it

appears hand-written like this example, sometimes it is type-written (or computer
generated). Either is okay. Every judgment should have a date on it as well.

Signed: 9/3/2015 09:04 AM
Dated the day of
M % W\
oCREZrWilliams

In some counties, the date the judge signs the judgment order is different than the date
of the proceeding. This delay often occurs in larger counties and happens because of
the way the court processes orders. The date of the proceeding is the conviction date,
regardless of how many days later the judge signed the order.

OPS Manual Chapter 2
Revised: March 2, 2017 2-10



Offender Profile System (OPS) Training Manual

2.14 Footer

Judgment footer. Each judgment should have a footer that designates what type of
document it is, how many pages it is, and the date it was filed or created.

Document Type: Judgment Page 9 of 9 Frinted on 09/03/2015 at 9:03 AM

2.15 Incarceration Sentence

Here is an example of a judgment ordering Incarceration, as compared to the example
above that ordered supervised probation. A sentence of 12 months or less is local
control and a sentence of more than 12 months is prison (institution).

Incarceration @ O
2

Defendant is sentenced to the custody of Oregon Dept of Corrections, for a period of 24 month(s). Defendant is
remanded to the custody of the Benton Sheriff for transportation to the Oregon Dept of Corrections for service of this
sentence. Eligible for earned good time credit. Defendant may receive credit for time served.

The Defendant may be considered by the executing or releasing authority for any form of Reduction in Sentence,
Conditional or Supervised Release Program, Temporary Leave From Custody, Work Release authorized by law for
which the Defendant is otherwise eligible at the time of sentencing. The Defendant may be considered for release on
post-prison supervision under ORS 421.508(4) upon successful completion of an alternative incarceration program.

This sentence shall be concurrent with all previously imposed sentences.

Post-Prison Supervision @ @

The term of Post-Prison Supervision is 3 year(s). If the Defendant violates any of the conditions of post-prison
supervision, the defendant shall be subject to sanctions including the possibility of additional imprisonment in
accordance with the rules of the State Sentencing Guidelines Board. The court recommends as a condition of
post-prison supervision:

* Evaluation and treatment for drug or alcohol dependency

Key items to look for:
@ Description of sentence type
@ Sentenced to where

@ Sentence length

@ Post-Prison Supervision ordered

( : ) Post-Prison length
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2.16 Tricky Language
Some tricky language to look out for:

e Possession of Methamphetamine, 475.894, Misdemeanor Class A by Reduced
-to A Misdemeanor
~ this means the original crime of a felony will be charged to the offender as a
misdemeanor

e Conspiracy to Commit a Class C Felony (or Solicitation)
~ this is an inchoate crime (see Chapter 2, section 2.21, step 10, page 2-25 for
data entry instructions)

e Attempt to commit a Class C Felony — ORS 161.405
~ this ORS is the definition of “attempt,” not the ORS for the crime itself

2.17 Conditional Discharge and Diversion

Orders such as conditional discharge and diversion are not yet uniform among the
courts, meaning each court has their own format for these types of judgments. As you
learn your county’s format, it becomes easier to read and interpret those judgments.
The important idea is to read the judgment slowly and thoroughly to ensure you're
catching all the key components of the judgment including count number, grid and
criminal history score, sentence, crime, etc. In some counties, the court does not allow
sanctions of conditional discharges, but often won’t include that information on the
order. If an offender has transferred to your county and you see the conditional
discharge is marked as unsanctionable, it's because the community corrections agency
in that county who did the data entry is aware of the court’s regulations; please abide by
the way the data entry is done. If you're unsure if your county allows structured
sanctions on these types of sentences, check with your court.

2.18 Probation Violation Order

There are probably as many different looking probation violation orders as there are
counties in Oregon. You must read through the order slowly to identify what it’s telling
you, until you become familiar with your county’s format.

Key components to look for:
Date of the proceeding. In some counties the court hearing/conviction is one day but

due to a lag in processing the judge may sign the order a few days later. If there is a
discrepancy in the date of the proceeding and the signature date, use the date the
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hearing took place in open court and the judge ordered the conviction, continuation,
revocation, etc.

Type of judgment. Is this a probation violation judgment? Is this a conviction of a
previous conditional discharge, so perhaps simply called an order? Taking note of the
title of the order can be useful.

Type of conviction. Does it say revocation anywhere on the judgment? Does it say
revoke and reinstate? Does is say probation continued? Look in the body of the
judgment for clues as to what kind of sentence is being handed down. Something that
says “revoke and reinstate” is e