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CHRIS .Net 
report runs to 

identify all 
findings 

Staff select the 
individual 
referral in 

CHRIS 

CHRIS .NET 
generates 

some findings 
letter to the 

Offender (True 
& Un-Sub)

Send all true 
finding  letters 

certified restricted 
mail & send unsub 

regular mail to 
offenders

Manually enter 
date letter is 
mailed in Doc 

Tracking screen 
in CHRIS

Refuse or 
insufficient 

address?

Send to Process 
Server

Email investigator 
to obtain updated 

address

Correct address 
obtained?

Pending additional 
information

Re-print & re-
send letters 

depending on 
reason 

unsuccessful

Scan affidavit  with 
proof of service 
into Edocus &  

update Doc 
Tracking screen in 

CHRIS 

Green card 
signed by 
offender?

Offender has 30 
days from 

notification receipt 
date to appeal

Appeal via Office of 
Appeals & Hearing 

(OA&H)

Receive 
notification of 

appeal via email or 
mail (OCC gets a 

copy too)

Document appeal 
notice in internal 

spreadsheet & 
email to Area 

Director

Send redacted 
copy of file to OAH  

& Offender (if 
requested)

No

AddressRefuse

No

Appeal?

Consider offender 
on registry 30 days 
after appeal time 

limit

Receive file with 
investigation 

documents from 
Area Director

End Process

End process

Receive affidavit 
with date Offender 

was served & an 
invoice from the 
process server

Process Server 
successful?

Yes

Receive affidavit 
with date of 
unsuccessful 

attempted serve & 
an invoice from the 

process server 

Background check will reveal 
registry finding is true for 
offender

Start Process

Signed by 
offender?

Manually enter 
date letter is 
mailed in Doc 

Tracking screen 
in CHRIS

Update 
applicable 

screens in CHRIS

End Process

Scan returned 
certified card 

into EDOCTUS & 
make notation in 

Doc Tracing 
screen in CHRIS  

YesDue 
process

Due 
process

NOTE: Prior to June 2007, anyone 
with a True Find will be on the 
Registry, but they may still  have a 
right to appeal due to lack of 
notification.

Reprint and resend 
letter

letter

letter

Sends invoice to the 
Finance Unit

Send notification of 
appeal to county 

where referral was 
made and to Central 

Registry

Scan file into 
Edoctus and 

redact the hard 
copy & re-scan 
redacted copy

Upheld, 
Overturn or 

Amend?

Update 
applicable 

screens in CHRIS

Overturned

Amend

Hearing Held

No

Yes

Yes

Change finding to 
Un-sub & send letter 
to offender & OA&H

Upheld

No

Yes

Some letters are manually 
generated by the staff

No

CHRIS Support Team 
may have to update 
CHRIS for updates not 
allowable by Central 
Registry

Send invoice to the 
Finance Unit

 Send signed 
decision order to 
Central Registry & 

Offender 

 Send signed 
decision order to 

Central Registry & 
Offender 

A&H may also send a 
copy of the orders to 
the investigating entity 
(DCFS county office/
AD, or CACD)
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