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What is JPAS?

The Juvenile Provider Access System
(JPAS) is a tool that facilitates
information sharing between OYA's
Juvenile Parole / Probation Officers

JPPO) and

f:ontrac);ted JPAS does not
Providers eliminate direct
throughout the communication

between JPPOs
and Providers!

Pick up the
phone!

A web-based “lens” of the statewide-
integrated Juvenile Justice Information
System (JJIS), JPAS shows Providers
information they need about the youth
referred to them. JPAS gives Providers a
real-time view of information in a youth’s
JJIS notebook to help automate the
referral, wait list, and acceptance
process; and easily share information
about a youth’s progress with their JPPO.

youth referral,
screening, and
placement
process.

JJIS is a powerful tool and users have
access to data, much of which is
confidential and protected from public
release by Oregon law. All users should
be alert to the necessity of protecting the
integrity and confidentiality of the data in
JJIS.

JPAS users’ access will be monitored
and may be terminated for violations of
the use of JJIS as outlined in the JJIS

JPAS Implementation

The implementation plan for rolling out JPAS to OYA's statewide providers
is distributed into five phases from April 2012 through March 2013.
Implementations are scheduled as follows (timelines are estimated):

Phase 1 (Apr —Jun 2012)

e Eastern Oregon Academy

e Homestead

e JBarB

e The Next Door, Inc.

Phase 3 (Sep — Nov 2012)

e Christian Community Placement
e Haag Home

e Looking Glass

¢ OCP-OSLC Community Program
e Salvation Army

Phase 2 (Jun — Sep 2012)
* Bob Belloni Ranch

o Community Works

o Klamath lake Youth Ranch
e SOASTC

Phase 4 (Nov 2012 — Jan 2013)
e Catholic Community Services
e Janus Youth Program

o Morrison Child & Family

e Polk County Youth Program

¢ Youth Guidance

Phase 5 (Jan — Mar 2013) Implementation includes . ..

e Boys & Girls Aid v site readiness assessment
e Parrott Creek v'  site network administrator’s checklist
* St. Mary's v coordinated site visit from an OYA CRU

* Youth Progress liaison and a JJIS Business Analyst for

orientation and training

User Security Agreement.

Subsequent Log-ons to JPAS

1. Access the log-in site (see TIP
about bookmarking a favorite).

2. Click Connect to JJIS.

Getting Started — First Time Log on to JPAS

Open your Internet browser and enter (= JJIS Remote Desktop Web Connection - Windows Inter
the JJISWeb URL into the browser’s FR7
. " (8]
address window. Q- | @
File Edit ‘Wiew Favorites Tools  Help
https://www.jjisweb.oregon.gov

TIP: When the JJIS Desktop Web Connection screen opens, bookmark
the site or add it as a Favorite in your browser settings.

NOTE: If you cannot access the JPAS site via the internet, you may
need a network administrator’s assistance to enable the Terminal
Services Client Control web browser add-on.

User Name and Password

Upon signature, your JJIS User Security Agreement
is processed by the JJIS Security Coordinator
assigned to your location.

Connect To 1IS 2

PRINTING SOFTWARE UPGRAD

Once your account is set up, you will receive an
email that contains your JPAS Logon — a User

A Remote Desktop Connection
window pops up. - s

3. Click Connect.

Name and Password.

After you log-in to JPAS, you can change your
e password —

i e ) 1. Select the JPAS File menu.
On the JJIS login screen, T —— 2. Select Change Password.
4. Enter User Name and Password. Uratioms 1472 3. Enter the password you were given.
5. Select the Production radio e 4. Enter a new password (follow the password
button. € pose(B) O Ty guidelines on the screen).
6. Click OK. @J)_Ilﬁw:ﬁlwn 5. Enter the new password again.

6. Click OK.



https://www.jjisweb.oregon.gov/�

Service Referrals in a Nutshell Search by Caseload or Referral

When a JPPO enters a service Select the Search icon located in the upper left corner of the
referral into JJIS, an automatic e-mail JPAS toolbar — search for youth on an active caseload list or
notification is sent to the Provider’s search service referrals.
@ Service Refer_ral V\:}orker V(;’.'th a terral When you receive an e-mail that a youth has been referred to
© message to view the pending referral == v, se the Service Referral screen to see the pending

in the JPAS Service Referrals screen.

referral.

i Seare? Mese: krtive Caselnad

Providers receive view-only access to
information in the JJIS Youth Notebook — the
information available for viewing is similar to the

traditional hard copy service referral packet. The
Provider can then review relevant information,
anq based on feton Search for Youth by LT,;.,,[ T =
their capacity t0 |« e © Ak TowWsinglin  Clse Servos Refera Active Caseload "y B |2 o |
place and — T T I s —
provide service |l Misart Search for r
to the youth, Service Referrals
they can take " e ' — s
an appropriate CEE 1 [l B p— ] e [t TSt
action and enter a note. ——— -
% Pending — MI— Pzt [

e Missing Information D e 4

p I ooy | cred |

e Reviewing

e Accepted Youth Notebook & Progress Notes

* Milieu Fit _ » View Youth Notebook — relevant info for placement purposes
° Placement Sk'pped per OYA Y o Jurisdiction: Page: Youth Info.
& Close Service Referral Basic IPIacemem lHEFenaIs&Pm:EEdings IFavurinesJ | |
“Youth Info.
 Placed Elsewhere BT ek e & Home  Maiing £
o Rejected (multiple reasons available) lastMame [ o | G Al CFk O SaeasToth O Expie Elgbilty
First Name Line 1 Everits
The JPAS system automatically sends an e-mail . — T T I ==
notification to the JPPO to review the outcome of Sex R comy [Untedsies | [Gooven
the referral in JJIS. S — IIprﬂmaw Ima |INumber | EM
= = = = = = = = = = === -_——— = = Whereabouts | =1 =] ——
i During a youth’s placement, Providers enter ! R fressn e
' Progress Notes — each time a Provider enters ; S N e e |
' a Progress Note, JPAS sends an e-mail 1 fiy | =] | I I I Vdien
' notification to the JJPO who can then access i o is  Froen Diasae |, N B
L] . . anguages
. the note in JJIS to use for case planning. | J’Iﬁm_ﬂfl"-uu—I“)D_IIlJ |“”‘“ 7
= | |

Shortcuts, Tips & Tricks

« Use the Ctrl-O keyboard shortcut to enter
the current date.

« Just enter the mmddyyyy in date fields —
JJIS will format it as mm/dd/yyyy.

» Enter Youth Progress Notes — JPPO can use in case planning

[Mote Date [ oamain [Manative - JEntered Date [ Entered By |

< Be aware of common data entry errors:
¢ the letter "O" vs. the number "0"

¥ o

PR

e the letter "I" vs. the number "1" -
e the letter "S" vs. the number "5” NZ;DIH i e | G
% Spell check progress notes — with v e [ s [
the cursor in the Narrative field, click 'if'/ff — —
the spell check icon on the JPAS
toolbar (or use the Ctrl-E keyboard -4-KH----- >
shortcut). u

< Sort a list by clicking the title of the column | | |
you want to sort by (V — A to Z, 1 to 10);
click the column title again to reverse the REMEMBER: JPAS does not eliminate direct communication
sort order (A — Zto A, 10 to 1). between JPPOs and Providers.
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JJIS Access, Appropriate Use, & Confidentiality

The JJIS system, its data, and any subsystems such as JJPS or JPAS, are not to be used for a

person’s own interest, advantage, personal gain, or for any private purpose. JJIS records should -~
only be accessed on a “need-to-know” basis by workers to whom the youth is assigned. Workers =
are considered assigned to a youth if they 1) are recorded as an active worker on the youth
record; 2) work in the same office as an assigned worker*; or 3) work in a facility in which the -
youth is currently admitted and they have a specific direct working relationship with the youth or -
other authorized work-related reason to access specific information on the youth record. -

While access to most information in JJIS remains open and a worker’s ability to do their job is not -
restricted, JJIS does track “footprints” — in other words, it knows where an individual has been in ==
the system, who has reviewed a case note, and who made a change in a record. =

Users are expected to use only the minimum amount of information needed to accomplish their -
authorized job duties. However, workers not assigned to a youth may still have a legitimate need =

to view and update youth information consistent with their job duties. A Temporary Assignment JJIS tracks
feature allows Workers to grant themselves access to a youth's record — the access remains in i
effect for 24 hours. JJIS alerts the user that the case is not assigned to them and provides the footprints
user an option to either proceed with opening the record or decline. The user may also enter a

note to remind themselves why they requested access.

*Primary Worker, Courtesy Supervision Worker, Referral Worker, Juvenile Department Worker w/ OYA Commitment

JJIS includes a feature that allows protection and/or restriction of specific information such as notes,
documents, assessments, and incidents to comply with HIPAA (Health Insurance Portability &
Accountability Act) and 42CFR (Code of Federal Regulations) alcohol and drug confidentiality
requirements. These features should only be used subject to local agency policy guidance.

When a user not assigned to a case tries to access protected information, JJIS alerts the user that
the information is marked “protected” and provides the user an option to either proceed with
accessing the information or decline. If the user proceeds, their access is logged.

Restricting information prevents users who are not part of a specified Security Group from accessing the
information. Only the individual who restricted the information can grant access to individuals outside of the
Security Group.

Workers assigned to a case can review the tracking log which lists by whom and when protected information was
accessed. This assists in supporting the HIPAA requirement of disclosing who has accessed certain information.

For more information, review the complete JJIS policy — "Privacy & Protection of Confidential Information in JJIS".

JJIS is a powerful tool and users have access to data, much of which is Don't forget -
confidential and protected from public release by Oregon law. All JJIS users “No person is
should be alert to the necessity of protecting the integrity and confidentiality of allowed to seek,
the data in JJIS. obtain, use or

release information
from JJIS for private or personal
reasons.”

Violations of the use of JJIS as outlined in the Individual User Security
Agreement are taken very seriously. Violators may be subject to discipline, up
to and including dismissal, for violations of the security agreement.

- Some examples of security violations . . .
‘E-,;\ P> Looking up one’s own or co-workers’ last names “just to see what comes up”.
. 1

— 250
o i » Looking up names of co-workers and/or their family members and sharing information to
= intentionally cause conflict or distress for the co-worker.

&

o . > Looking up names of relatives, friends, or acquaintances.
= » Looking up names of relatives, friends, or acquaintances to change or remove information
Remember how in an existing JJIS record.

much trouble ), Reviewing case notes of a youth not on one’s caseload (for example, a high-profile or
curiosity caused sensitive-designation youth).

]
the cat! For more information, review the complete JJIS policy — "JJIS Security (Users)".
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Open & Log In to JPAS

Open the JPAS application via the
JJISWeb system.

Open your Internet browser and
enter the JJISWeb URL into the
browser’s address window.

https://www.jjisweb.oregon.gov

When the JJIS Desktop Web
Connection screen opens, bookmark
the site or add it as a Favorite in
your browser settings.

Click the Connect to JJIS button.

NOTE: Additional instructions are
available for local network
administrators to troubleshoot
problems with accessing JJISWeb.

The JPAS Toolbar appears at the
top of the computer screen . . .

.and a Login screen opens.
1. Enter User Name.
2. Enter Password.
NOTE: Passwords must be
entered exactly as they were set
up; for example, differentiate

between the number O (zero)
and the letter O.

3. JJIS defaults to the Production
radio button @.

4. Click OK.

S8

JJIS Desktop Web Connection

—
‘ ‘ Connect To JJIS '

PRINTING SOFTWARE UPGRADE: The Oregon Youth Authority has updated the
printing software on this server that enables end users to print from the JJIS Web
Client. If you have difficulty printing, or cannot print, contact your system
administrator to install or upgrade the ScrewDrivers Client software on your
machine.

& Juvenile Justice Information System (JPAS) User: Workplace:

Edit Tools Youth Provider Window Help

v &

slel 8] 5@~ I

.

User Name { 1 ]
.
FPazzward | ', 2 :l

is Productiono " Training
4) ok ]| coned | Ea

NOTE: If a JPAS user finds they cannot log on to JPAS and there is no pending administrative reason, it is likely

the account has been locked because of:

« Inactivity: Users are locked out of their accounts after 60 days of non-use. Users will receive a warning 7

days prior to the lock-out date.

e Failed Log-In Attempts: JJIS allows the user up to 10 attempts before locking the account.

JPAS Users must contact the JPAS Security Coordinator located in OYA’'s Community Resources Unit to request
that their account be unlocked and have their password reset.


https://www.jjisweb.oregon.gov/�
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Change JPAS Password

1. Select File from the JPAS
Menu.

2. Select Change Password . ..
Youth  Provider

Login memu »

Toolz

Change Pazzword..

&5 Print Screen... Chil+F
% Frint List... Ctrl+T
Print List Document...

Ewport List

E wit

The Change Password screen

opens. & Change Password @@@

3. Enter the current password in -
the Old Password field. [l Passward @)
o\

4. Enter the new password in the 4 _
; Mew P. d
New Password field. JJIS s TS W
enforces a "strong password"
protocol.

Confirmn Mew Password |

Fasaword length must be between 8 and 30 characters. The new pasamward
PaSSWOI’dS must: cannot have spaces, must begin with a letter and must have at least 3 of the

combination of lowercase letters, uppercase letters, numbers and symbals.

= be between 8 and 30

characters long ok | Cancsl

= begin with a letter

= include a combination of
lowercase and uppercase
letters, numbers or symbols.

&% Change Password E@@

Old Pazsword | R

As the new password is entered, a
strength indicator on the screen
changes when the password meets
the criteria for a strong password.

Mew Password | STRENGTH: STRONG

5. Re-enter the new password in _ =~
the Confirm New Password Lot 269 8779 l..5_)
field.

Fasamword length must be between 8 and 30 characters. The new pasaword
6. Click OK cannot hawe spaces, must begin with a letter and must hawve at least 2 of the

combination of lowercaze letters, uppercase letters, numbers and symbols.
Click Cancel to discard unsaved Sj—l
changes and close the screen. \ oK (e
NOTE: Passwords must be entered
exactly as they were set up; for

example, differentiate between the
number 0 (zero) and the letter O.
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Review Service Referral

When a JPPO enters a service referral into JJIS, an automatic e-mail is sent to the Provider's designated Service
Referral Worker. The e-malil directs the Provider’s worker to log in to JPAS to review the referral.

NOTE: User accounts, including e-mail addresses, are maintained in the JJIS User Notebook by the assigned
JPAS Security Coordinator in OYA’s Community Resources Unit. Any changes in personnel must be
communicated for security processing and account maintenance.

Open and log on to the JPAS
application via the JJISWeb system.

1.

9.

Click the Search icon on the
JPAS toolbar. The search
screen opens, defaulting to the
Active Caseload list.

Select the Service Referrals
tab on the top of the screen.

The Provider field defaults to the
workplace of the logged-in
worker; the Program field
defaults to “All” — if necessary,
select a program from the drop-
down list.

Select the Pending radio button
to filter the list to show only the
referrals that have not been
added to the waiting list or
closed.

Click Search. The table list
displays the pending referrals.

Select the youth record in the list
— the referral details display in
the area below, in addition to
any notes the JPPO may have
entered.

The Action defaults to “Pending”
— select “Reviewing” from the
Reason drop-down list.

Optional: Enter a Note.

Click Apply to save the status.
(JPAS sends an automatic e-
mail notification to the JPPO.)

Click Open Notebook.

The selected youth’s notebook
opens defaulting to the Youth Info

page.

See Navigate Youth Information for
an overview of the information
available in the Youth Notebook.

Juvenile Justice Information System (JPAS) User:

Sent: Friday, July 29, 2011 8:53 AM
To: jerry.harrison@state.or.us
Subject: JJIS Service Referral

————— Original Message-----
From: jjis.helpdesk@state.or.us [mailto:jjis.helpdesk@state.or.us] t

A J1IS service referral has been changed.

Provider: Jerry Multi Unit Provider
Program: Jerry Main Unit
JIIS #: ©08833885

Please login to 1JIS to review the changes.

This message is intended for official use and may contain RESTRICTED information. It sho
according to policy. If you are not the addressee, please advise me by reply e-mail an
system.

e-mail example

Waorkplace:

Tools Youth Provider Window Help

slele| o] ol8|4zEe |

EBX

earch Page: Service Referrals

Active Caseloadgl™Service Refernals g

Filters Status

®_;| ({-: ::Iandlng @

" Waiting List

Provider | Jerry Multi Unit Provider

Clear ]

Progiam | Jerry Main Unit

“T'outh Mame ‘ Age ‘ Sex ‘ Program | Start ‘ Froj. Start Status ‘ Reason | PJ

i | f

“outh Action
Mame ‘ IS # | & Pending ¢ Add TaWaiingList ¢ Clase Service Referral
Age Sex B Open notenook | | Reason [ -]
Service Refenal Info Hats
Programm ‘ J
Entered D ate Projected Start
Service Refenal Worker
MName ‘ Phaone | J
Ermnail
&% Search Page: Service Referrals E@@
Active Caseload I Service Referrals |
Filters Status
Provider ‘ Jerry Multi Unit Provider Al Search
* Pending
Fragram | Jerry Main Unit -]  ‘Waiting List Clear
“outh Name Age || Sex Program || Proj. Start Status Reason PJ

Youth, Field

Jerry Main Unit 07i29i2011 Pending

i | f

“outh Action
Mame | Youth, Field JUIs # ‘ 0o003aas % Pending " Add ToWalingList ¢ Close Service Referal

Age Sex @ B} Open Motebook | | Reason [ Reviewing q) -]
Service Referral Info Hats

Program | Jerry Main Unit J
Entered Date 07292011 Projected Start

Service Referral Warker

Name [ Worker OYA- DEV, PPO Phone [ (303)111-2222 Jid

Emai jerry harrison@oya.siate.or.us

\ 8 I Apply Cancel
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Consider / Accept / Reject Service Referral

Providers are given view-only access to information in the JJIS Youth Notebook — the information available for
viewing is similar to the traditional hard copy service referral packet. The Provider can then review relevant
information, request more information if necessary, and based on their ability to place and provide service to the
youth, they can take an appropriate action and reason, and enter a note for the JPPO.

Request More Information

In the Service Referrals tab,

1. Select the Youth name in the
list.

2. The Action radio button should
remain Pending.

Select “Missing Information”
from the Reason drop-down list.

3. Enter a Note indicating the
information that is missing.

4. Click Apply to save the entry.

An automatic e-mail notification
is sent to the JPPO for review.

Search Page: Service Bafarrals

Active Caselg Service Referrals ‘

Filters Status

Frovider [ Jerry Mulli Unit Provider o Search

=" Pending
Program | Jerry Main Unit j £ Waiting List Clear
“routh Narne: Age || Sex Program Start o |[ Proj. Start Status Reason F'J

outh, Field

Jerry Main Unit 07i29r2011 Pending

! | s

“outh Action
Name | ‘Yauth, Field MIS # | 00003885 & Pending ¢ Add ToWaiting List ¢ Close Service Referral

Age Sex ﬁ Opern Notehnnk Reason | Missing Information @ j
Service Referal Info Mates

Program | Jerry Main Unit 3 J
Entered Date aFr2oar2011 Projected Start

Service Referal Worker

Name [ Warker OYA- DEV, PPO Phone [ (503)111-2222 |
Ermail | Jerry hatrisonghoya state ar.us L4 ) Apply Cancel

Accept Youth into Program

In the Service Referrals tab,

1. Select the Youth name in the
list.

2. Select the Add to Waiting List
radio button.

Select the appropriate Reason
from the drop-down list:

e Accepted

o Milieu Fit

e Placement Skipped per OYA
3. Enter any additional Note.
4. Click Apply to save the entry.

An automatic e-mail notification
is sent to the JPPO for review.

&% Search Page: Servica Rafarrals

Active Caselg Service Referals |
Filters Status
Frovider [ Jerry Mulli Unil Provider o Search
# Pending
Frogiam | Jerry Main Unit -] ¢ \Waiting Lis Clear

“V'outh Mame
Youth, Field

FPending

outh Action
Name ‘ Youth, Field IS # | 00003885 € Pending  Add To'Waiting List ¢ Close Service Referal
Age Sex ﬁ Cpen Motshook | | Feasan 2
N Accepted
Service Referral Info el Milieu Fit
P | ey Main Unit @ Placement Skipped per OYA
Entered Date 07r2e/2011 Projected Start
Service Referral Worker
Name | Worker O'A- DEV, PPO Phone | (503)111-2222 =l

L4 } Apply Cance|

Email ‘ jerry.harrisonioya.state.or.us
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Consider / Accept / Reject Service Referral

Reject Service Referral Sisea aPispe B icaeinris
) F‘illers Status
In the Service Referrals tab, Provider [ Jery WUl Unil Pravider Al Search
. = = & Pending o
1. Select the Youth name in the Program [ Jerry Main Uit = | e e i _ Do |
||St “r'outh Name Age || Sex Program Start || Proj. Start Status Reaszon PJ

Youth, Field Jerry Main Unit 07/29/2011 Fending

2. Select the Close Service
Referral radio button.

i « f
Select the appropriate Reason ' !
.. ‘outh Action
from the drop'down IISt Mame ‘Ygu]th\Em JIS # |DUUU3885 € Pending " Add ToWaiting List & Close Service Referral
e Placed Elsewhere Age S B apen Noteiook] | Resson 2
Nt Placed Elsewhere
Service Referral Info otes Rejected |
Program ‘ Jerry Main Unit @ —
Entered Date 07292011 Projected Start
Service Referral ‘worker
Mame [ Warker OVA- DEV, PO Phane [ (503)111-2222 =
Email ‘ jerrharrison@oya state.or.us @ Apply Cancel

o Rejected — If the referral is
rejected, select a Rejection
Reason from the additional

drop-down list that appears: 3
o0 Actively Suicidal / Aclion
Self-Harm | | Pending ¢ Add To'wailingList @5 Close Service Refenal

o AOD Primary Diagnosis ﬂ R aason | Rejected
0 Assaultive / Aggressive .

) Fejection Feazons Motes %
o Chronic Runaways - Artively Suicidal f SelfHa
o Cognitive Deficits AOQD Primary Diagnosis

Aszzaultive FAgaressive

o Danger to Self / Others Chronic Runaways
o Fire Setting Cognitive Deficits

L. X - Danger to Selff Others
0 Psychiatric Disorder Fire Setting
0 Psychosis ( | LH Apply Cancel
0 Require Detox —
0 Severe Depression
0 Sex Offense
0 Untreated Fire Setting
o Untreated Sex Offense

3. Enter any additional Note.
4. Click Apply to save the entry.

An automatic e-mail notification
is sent to the JPPO for review.
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View and Filter Active Caseload

Open and log on to the JPAS

application via the JJISWeb system.

1. Click the Search icon on the
JPAS toolbar. The search
screen opens, defaulting to the
Active Caseload list for all
programs operated by the
Provider.

2. Click Search to see the names
of all youth currently in the
program.

Select a different Program from
the drop-down list to see only
the youth in a specific program.

Click Search.

Tools

Juvenile Justice Information System (JPAS) User:

el g

Waorkplace:

Youth  Provider ‘Window Help

=y

& | | F¥

a8

% Searck M=na; Active Caseload

bitive Caselnad [JJervice Refarals |

Youth  Provider Window Help

Provider ‘ Marrizon Center Child and Family Services

4

ﬂ Open Motebook

Progiam ‘AII ﬂ Clear
Youth Mame JJIS H ‘ Age | Sex Pragram Start Frimary ‘/orker PrimEJ
Andrew, Bill 00003677 22 Breakthrough Comrmunity| 09/05/2009 Andersaon, Tim (407
Applegate, Jeff 00003571 18 | Male Breakthrough Maintenanc| 02/08/2011 8:00 am | Worker OYA - QA PPO | (500
Quick, Jogeph Daniel 00003560 18 | Male Breakthrough Maintenanc| 040572007 8:00 am | Worker OYA - QA PPO [ (507

&% Search Page: Active Caseload

Active Caseload lSErch Fieferals I

Filters

Provider | Morrison Center Child and Family Services

Program | Breakthrough Maintenance

©OF

4

ﬂ Open Motebook

“Vouth Mame JJIS # | Age ‘ Sex Program | Start Primary ‘Worker
Applegate, Jeff 00003571 19 | Male Breakthrough Maintenanc| 02508/2011 800 am | Worker OY&- Q& PPO | (507
Quick, Joseph Daniel 00003560 18 [ Male Breakthrough Maintenanc | 040502007 800 am | Worker OvA- QA PPO | (600
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Enter a Progress Note

Open JPAS — and click the Search
icon on the JPAS toolbar.

The Search screen defaults to the
Active Caseload tab for the location
of the logged-in worker; the Program
field defaults to All.

1. If necessary, select a Program
from the drop-down list.

2. Click Search.

3. Select the Youth name in the
list.

4. Click Progress Notes.

The Progress Notes screen
opens.

The Note Date and Time fields
default to the current date and
time. If appropriate, these can
be edited; however, the Entered
Date and Time reflect when the
note was actually entered and
cannot be edited.

5. Select a Domain from the drop-
down list.

e Accountability
Behavior

Case Plan
Community
Community Protection
Competency Development
Culture

Education

Family

Life/Social Skills
Medical

Mental Health
Offense Specific
Peer

Physical Fithess
Reintegration
Specialized Needs
Substance Use
Transition

Victim

Vocation

&% Juvenile Justice Information System (JPAS) User:
dit Took Youth Provider ‘window Help

Provider | Jerry Multi Unit Provider

Fragram [ Jerry Main Unit

Workplace:

IYuuth Name
‘fouth, Field

Jerry Main Unit

4

ﬁ COpen Motebook

Progress Nules>r;4

Frimary ‘Waorker

08/01/2011 10:00 am  Wo tA- DEV,PPO (5

i

File E
Progress Notes for JJIS #: 00003885 Youth: Youth, Field
Note Date Domain | Marrative Entered Date Entered By ‘ J
1] 2
Mate D etalls
MoteDate | 08/01/2011  Time [ 3:42pm Entered Date [ 8/1/2011 3:42 PM Fieviewed Date |
~
Domain ‘ @ j Entered By Hanson, Brett Reviewsd By |
M arrative
s Q fopy | Concel |
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Enter a Progress Note

6. Enter the Narrative of the
Progress Note.

NOTE: It is recommended that
the note be saved prior to
launching the spellcheck —click
Apply to save the entry and
remain on the screen.

7. Click the Spell Check icon on
the JPAS toolbar and follow the
prompts for completing the spell
check.

8. After the spellcheck is complete
and if there are no additional
changes, click OK to save the
entry and exit the screen or click
Apply to save the entry and
remain on the screen.

The entry appears in the list of
notes in the upper area of the
screen.

An automatic e-mail notification
is sent to the JJPO that a
Progress Note has been
entered.

&% Progress Notes for, JJIS #: 00003885 Youth: Youth, Field

Entered Date Entered By
08/0142011 3:42 pm | Hanson, Brett

|Note Date ‘ Domain Marrative
08/0142011 2:00 pm | Mental Health Initial meeting with Dr. Jones wentwell

o I SR I - T T N U NP

Deleting a Progress Note

Progress Notes can be deleted by
the author for up to seven days.
After seven days, they can only be
deleted by a JJIS Security
Coordinator.

However, if a Progress Note has
been reviewed by the JPPO —
indicated by information showing in
the Reviewed Date and Reviewed
By fields — the note cannot be
removed.

Progress Notes for JJIS #: 00003885 Youth: Youth, Field

Note Date [ arative Entered Date Entered By
011 2.00pm  Mental Health itial meeting with Dr. Jon well ... 08/01/2011 3:42pm  Hanson, Brett

1] LH
Add (2) Bemove

Mote Details

03/ imne tered D 2 e

&% Progress Notes for JJIS #: 00003885 Youth: Youth, Field

Entered Date —

2011 2:00 pm Mental Health Initial meeting with Dr. J 2011 342 pm  Hanson, Brett

4 ol
Add

Note Details

Entered Date | 8142011 3:42 PM Reviewed Date [ 822011 3:55 PM

Mote Date | 08/07143011 Time | 2:00 pm

Domain | Mental Health

J Entered By Hanson, Brett Reviewed By Wiorker OYA - QA, Sec Coord m
arrative

Initial meeting with Dr. Jones wentyell .. .
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Navigate Youth Information

The Open Notebook button on the Service Referrals screen opens the selected youth’s notebook; there are also
many options under the JPAS Youth menu to open the notebook and view additional information.

The Youth Notebook defaults to the Youth Info page — refer to available screens and options in the JPAS Youth
menu to review information to help determine ability to place and provide appropriate services to the youth.

Navigate through and review the Youth information available to help determine ability to place and provide
appropriate service to the selected youth.

The information available for viewing is similar to a service referral packet traditionally provided in hard copy:

JJIS #: 00003885 Youth: Youth, Field Jurisdiction: Marion Page: Youth Info.

Flacemant lefsrra\s&Fluceedlngs J Favorites |
|
*Youth Info. ‘
Basic Information Address
Business JIS # & Home  Maling Overview
Last Mame | ‘fouth Action = Add  Fiz {~ Same as Youth " Expire Risk Dverview
FistName | Fleld Line1 | Bletts
Middle Hame | Suffix | Line 2 | Warants
Dateof Bith | sge | City State | OR | Zip = Laations
Sex I~ Adopted Phg:;:ty [ ] courtry [ United States | =
SeM | [Frimars_[[Tune [ Mumber ||| Referrals
Deceased [~ Date [ | I T
orkers
Whereabouts | J J ;
Relationship | fouth J Lives With kil
BithFlace | | | |10 Humbers
AKA Names ARA DOBs o —
e | 2 [Clrmwe— Tisstvame [Eirstny ~] [ [axspoB |
Ethniicity | J | ‘ | Prograrn Hist
Wttt Fhys. Desc.
™ Finger Prints [~ Photograph [~ DNA Sample q 5 J
Languages Schoal Info
Notes
”Primarv ” Language ||\nterureler ”J ||| Pop. Groups
\ I~ | -
- Lo | o |

“outh
Maotebook,

Yourth
Caze Plan

Documents
Azzezsments
Cuztody Episodes

Cusk.
|ncidents

Location Comments
Attendance Tracking Search

Condition Maotebook,
Print Face Sheet...
Dizplay Phata

Service Referral History
e Placement tab on the top

Service Referral tab on the right

Basig [| Placement

Fieferrals & Proceedings l Favorites I

JJIS #: 00NN3RBS Youth: Youth, Field Jurisdiction: Marion, Page: Serv. Referral

4

& Active Al
Locations

Provider |Pr0gram Proj. Start Closed Referral Datel| Status B

Jerry Multi Unit Provider Jerry Main Unit 071222011 | Pending Ety. Plemt
Interstate
Prin t

éerv Refenal
;H

Service Referral

Maszs Update |

Progiam ‘

Referal Date [ 08I01/2011  Status | Pending

=

Projected Start |

Closed Date

Reason ‘

Last Reviewed | 080172011 Reviewed

Office |

wiorker |

Mites
- =
|
5| B

Current Location |

Lo |[Cnd |
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Navigate Youth Information

Prior Treatment

Select the Placement tab on the
top.

Select the Program History tab
on the right.

The information is also
accessible through the Case
Plan — Services button on the
left side of the Case Plan
screen.

efenals & Proceedings l Favontes I

" Detal & Summany Program Type | All -

JJIS #: 00003885 Youth: Youth, Field Jurisdiction: Marion Page: Program Hist.

Locations

‘#’l Source ‘ Provider Program
1

| Proarar Tupe |

Start | End

| status Cty. Plemt

4

Service Meadowlark Manor headowlark Manar Skill Developm|

070172011 | 07022011 | Incomplet

* Mumber of Frograms Merged

Int

-
( Pragram Hist.
e Fetenal

Services

“r'outh Plan

JJIS #: 00003885 Youth; Youth, Field

Expand ‘G‘Actweview ™ Transition View Al |

Collapse || B8 Phases
= ﬁi Intake (Aarker YA - QA)
SActivation

==
(=

Conditions

Assessments

Documents

[l

aEaln

B

04 Youth Case Plan (Aarker OYA

-

4

Plans
Services
Type | All ﬂ Search J
Time Period | j Date | ta |
Start ‘ End Type Lacation J
omigrizon Shelter Cara Jerry Multi Unit Providerlerry
0740172011 | 070212011 | Residential Meadowlark ManorMeadaw:
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Navigate Youth Information

Population Groups

® Select the Basic tab on the top.

e Select the Pop Groups tab on
the right.

&% JJIS #: 00003634 Youth: Decker, William Jurisdiction: Clatsop Page: Pop. Groups
acement l Fieferals & Proceedings l Favuorites J

“r'outh Populstion Groups V¥ Show Only Dpen Populstion Groups

Category || subcateqor: | start Date | End Date || Mates

Dae 2nd look notice sent| 1201752007
JCP Risk Level Lowe 12 rizao?

4

Population Group Information

Categary ‘

Sub Category ‘

End Date

AddedBy | [

Start Date

Notes ‘

“outh Infi

Alerts

Eligibility

Ewents

1D Murnbers

(074 Status

Owerview

Persons

Ph

j—_ N
ﬁup. Gruups)

I5R LTeryiet,

Schoal Info

wiorkers

School History

e Select the Basic tab on the top.

Select the School Info tab on
the right.

&% JJIS #: 00D03BB5 Youth: Youth, Field Jurisdiction: Marion Page: School Info
Placement lHelenals & Proceedings 1 Favarites J
Reported Date
Engaged in Schoolork © Yes & Mo | Cyrent School Status | Enrolled IEP ‘ J ‘ “Youth Info
Verified By | ¥Worker OYA- QA, Sec G | High School Graduation Date Current Grade Alerts
Last Grade Eligibilit
Date 070702011 | History.. e (et Completed | |
Credits Events
School History & Show Active € Show All 1D Mumbers
School Name [ Bt Start Date | Status [[End Reason RotEnd Date] ] | ova Status
CALAPOOIA MIDDLE SCHOOL 082712010 | Enrolled —
Owerview
Persons
J Phys. Desc.
Pop. Groups
Risf B
School Detail
Type | J City ‘ J Level ‘ J Sechoal Info
schocl | =1 Phore | Rzl
Address | Contact ‘
Ript Start Date | Rpt End Date End Reason
Hotes J




Navigate Youth Information

Referrals

Select the Referrals &
Proceedings tab on the top.

Select the Referrals tab on the
right.

Select a Referral in the table list
and click View to open it for
review.

Basic l Placeme® Fieferals & Praceedings |

Display Referals and Allegafions

% JJIS #: 00003560 Youth: O . Joseph Daniel Jurisdiction: Deschutes Page: Referrals

\

Ref#i ‘ \iorker ] Office / ‘ Received DateiCounty Ref#| | ‘ =
Alleg # || Status Date Status Allegation Finding Fetition# Disposition (Orderec
03 “Warrants
011502008 TEEalT Juris. found { Carmmit to OFA-FCF
3| mAsE00s | Final Crirninal Trespass-1 Juris. found £ 9957 Carnmitto OA-YCF
0z anderzan, Tir Central Support- Ova | 066 772002
1 081152002 | Final DUl Juris. found £ 1234 Probation 0801 52
2| oansiooz | Final Fail Perfarn Duties DriverP| Juris. found £ 1234 Probation 08 520
5 | 08ns@00z | Final Endangerelfare of Minonl Juris. found £ 1234 Probation 0801 52
5| 08Msio0z | Final Endangerwelfare of Minonh Juris. found £ 1234 Probation 08 520
7| 0ens@ooz | Final Unauth Use Yehicls Juris. found £ 1234 Probation 0801 52
o andarsan, Tirl Central Support- 0a | D6r20/2001 5648
1 052002001 Qriginal - Police Repal| Criminal Trespass-2
2 05/20i2001 Qriginal - Police Repo| Poss FirearmiWeapon Publ
4 052002001 Qriginal - Police Repal| Criminal Trespass-2
4 »
View

JIS #: 00003560 Quick, Joseph Daniel. Referral Details for numbe
Referral Worker
Status [ Active | [ Refering Agency (CtisR) [ Fatice Ript [ ﬁl Oifice [ South Valley Parole/Probatior - |
Received Date| 110272004 || SHERIFF'S OFFICE - LINN CO | 5568 e S =]
County Ref, # [ 5656 Police pt Date [ 10/31/2004  Dfficer Name] Buck Name [ Eghert, Paul =]

County of Crime | Bentan [™ Finger Printed History

Allegations

Close Reason

1 10/ 04 Al L A
2 | Final 1003102004 | 163175 Assault-2 Commit ta OYAYCE 0171572005 -
3 | Final 103102004 | 154255 Crirninal Trespass-1 Carnmmit ta OYAYCE 01152005 - =
‘ ‘ Degtails... |
Allegation
Decumed Date [ 10312004 1o | Time: [ 1:00 am | Clased Reastn =
ORS # (Cul+h) [ 164325 o Local Ord | Mates -]
Mlegation | Arson-1
Original Date [ 11/02/2004  Source | Police Report k|
Category | Property J
Petition [ aag7 Finding | Juris. found by Pleas Class [ A Type | Felony
Wictims ” Role ” Current Persons || Last Name

Co Defendants ‘ ‘

HFirstName ”Bus Hl_lpdale“_l —
| . J ——

Perpetratars

+ Back Mext =




Navigate Youth Information

Decision Points

® Select the Referrals &
Proceedings tab on the top.

Select the Decision Points tab
on the right.

® Select a Decision Point in the
table list and click View to open
it for review.

&% 1JIS #: 00003560 Youth: Ouick, Joseph Daniel Jurisdiction: Deschutes Page:

Decision Pts

Display Decision FPoints oy Date

Dec. Date | Pefition Mos./ | Decision Point Type i ‘ Outcome / ‘
Ref# Alleqg # Allegation - Status Alleg Finding

Allegation Disposition

Linkta

01/15/2005 9987 Findi

Adjudication & Digpositian

UDispositioniConc]

REsau [iE] uns. found by Pleas

Ref. 3 Alleg. 3 | Criminal Trespass-1- Final Juris. found by Pleas
12015i2004| 9997 Petition Filing Petition Filing
Ref. 3 Alleg. 1 | Arson-1- Filed
Ref. 3 Alleg. 2 | Assault-2 - Filed
Ref. 3 Alleg. 3 | Criminal Trespass-1- Filed
1172002004 | 9997 Infarmal Review Adjudication Review
Ref. 3 Alleg. 1 | Arson-1 - InformaliReview Pendiy
Ref. 3 Alleg. 2 | Assault-2 - InformalReview Pang
Ref. 3 Alleg. 3 | Criminal Trespass-1 - InformaliR
08152002 1234 Adjudication & Disposition Finding/DispositioniConc|
Ref. 2 Alleg. 1 DUl - Final Juris. found by Pleas
Ref. 2 Alleg. 2 | Fail Perform Duties DriveriPd - Fi| Juris. found by Pleas
Ref. 2 Alleg. 5 | Endanger'Welfare of MinorMis - | Juris. found by Pleas

| |

Conditions. ‘

Committo OYA-YCF
Cammit to OYA-YCF

Frabation
Prabation
Frobation -

Diecision Pts

wdarmants

JJIS #: 00003560 Yo
Detail

Quick, Joseph Daniel Decision Point Mai

Type ‘ Adjudication & Disposition J Date
Outcome | Finding/DispositioniCondition(s) | - [ e
Mites B Decision Point Link

——

| Mary Kannenberg

\

Allegations

Sel | Petition Law # (Ctrl-My || Allegation | Findings Status | Close Reasaon Allegation D\spuJ
9997 164325 Arson-1 Juris. found by Pleag Final Commit to OYA-
9997 163175 Assauli-2 Jurig. found by Pleag Final Commit to OYA-
9957 164255 Criminal Trespass-1 Juris. found by Pleag| Final Commit to OYA-

Apply Action to selected Allegations

Actian | j

| seeo |

LConditions

o
=
o]
oo |

Beset
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Navigate Youth Information

Case Plan

e Click the Case Plan icon on the
JPAS Toolbar; or

e Select Case Plan from the
Youth menu on the JPAS
toolbar.

i Juvenile Justice Information System (JPAS)

File Edit Tools | Youth Provider Window Help

@ F\!ﬁ& é H’@n Matebook
‘ Case Plan

&3
Assessments
ﬁt_ Custody Epizodes
Incidents
Location Comments
Attendance Tracking Search

E‘? Condition Maotebook.

€& Fiint Face Shest...
Dizplay Photo

i
File Edit

Expand

Collapse

Activation

Conditions

Senjoes

Documents

B L] i

Tools Youth Provider “window Help

‘outh Plan

ol ;Actwe V\ew © Transition Yiew Al |
#1 Phases

i éi Intake Youth Histary and Backgroun
+éi OYAYouth Case Plan (Worker OYA

e Expand the History and
Background phase of the Case
Plan and review background
information on the youth.

Lo || G |

cr JJIS #:

Expand

Collapse

Activation

LConditions

Semices

essments|

Documents

!

MR AR

00003560
“Youth Plan

Al ‘

(v Active View

 Transition View

Joseph has arady
 comes i

%2 Education History, Joe has heer

T2 Victim Information:

<12 Present Situation: attempting to

& Recommendations: Joe should

éi OrAYouth Case Plan (Waorker 04

Youth: Quick, Joseph Daniel

Plans

Jozeph comes from a single-parent home. His mather and ...

= add Mew  Update © Copy b Mew

Joseph comes from a single-parent home. His mother and father were - |
never ratried and the father leftwhen Joe was 2 years old. Joe's mom

has warked outside ofthe home all of his life.

She has reported that there were two occasions where she and Joe

were homeless and living in her car. The lohgest ofthese was 1 year.

Joe's momwas diaghosed with clinical depression and is not on
medication. Joe says that she often stays in bed all day and doesntfix

his meals or talk to hirn for days.

Note Date [ 0201/2006  Time

Authar

Office | Central Suppart- DA =]
Author | Warker OYA- @A, Sec Goord m. (Infarmation Systems) =1

Type of Mote

. LT e S 1 j

[ & || Gl |
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Navigate Youth Information

Documents

e Click the Documents icon on the
JPAS Toolbar; or

e Select Documents from the
Youth menu on the JPAS
toolbar.

¥ Juyenile Justice Information System, (JPAS)

Tools

File  Edit Youth  Provider

é B Notebook
outh

Window Help

Azzezzments
ﬁt_ Custody Epizodes
Incidents
Location Comments
Attendance Tracking Search

E‘? Condition Maotebook.

ﬁ Print Face Sheet...
Dizplay Photo

e Also accessible through the
Case Plan — Documents
button on the left side of the
Case Plan screen.

&% Juvenile Justice Information System (JPAS) User:

% JJIS #: 00003BB5

Workplace:

Youth: Youth, Documents:
Awailable Master Documents [* Protected ™= Protected & Restricted)
Displ
roorce TN -| - [~ | e | =] Iﬂl m
Name: || category | Entry Date || Entered By Print Only mewil
"Youth Info - Suicide Behavior List' Template Example 0B/03/2005 | Worker OYA - QA, Sec & Mo Mo
1Brian 08/03/2009 | wWorker OYA, QA Mo Mo
A Big Youth Photo Face Sheet 05/01/2006 | Wwaorker OYA - QA Sec Cf Mo Mo
A.Julie Test 05/0572011 | wWiorker OVA - @4, Sec ¢ Mo Mo
AKirsten's Case Plan Document Zase Plan 0B/02/2009 | wWorker OYA - @A, Sec & No Mo
AMigration Test- Doc Defndd4 Incident 11/28/2006 | Warker OYA, QA Mo Yes
AYouth Photo 12/0172004 | wWiorker OVA - @4, Sec ¢ Mo Mo -
4 | »
|
|
Saved Documents [* Protected ™ Pratected & Restricted)
‘ Narne | Title: Created By Created Dt Storage ‘ LastJ
| | LH
Refresh | | | ‘ |
& e
“Youth Plan Documents
Expand & ActiveView ¢ TransitionView Al ‘ Saved Documents [+ Protected ** Protected & Restricted) J
callapse || Phases B Name [ite B
Intake (Warker OYA - QA)
Activation éi YA Youth Case Plan (Worker OYA
Conditions
Services
LIJ
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Navigate Youth Information

Assessments

e Select Assessments from the
Youth menu on the JPAS

toolbar.
¥ Juyenile Justice Information System, (JPAS)

File Edit Tools | Youth Provider Window Help

@ F\'B/C’ é an Maotebook

@ Case Plan

Incidents

Location Comments
Attendance Tracking Search

E‘? Condition Maotebook.

ﬁ Print Face Sheet...
Dizplay Photo

e Also accessible through the
Case Plan — Assessments
button on the left side of the
Case Plan screen.

% JJIS #: 00003885 Youth: Youth, Field

Available Assessments [* Protected ™ Protected % Restricted)

Assessments

Offce | =] Cotegar [ A =] Tupe[Youth | [ geach Beset
|| it Wisthilty Created By [rested  [Activated [ Cate ]

|

Saved Assessments [* Protected ™ Pratected & Restricted)
" Show All

" Show Only Selected

Completed [ Locked

Assassor

Actiyation

Conditions

Semices

L]

Documents

alEsln]

éi OYA Youth Case Plan (orker OYA -

o

OpenDoc Frint Doc Secuity Acoess Graph Compare. | Wiew |
JUIS #: 00003885  Youth: Youth, Field  Plans CEx
Youth Plan Assessments
Expand || & pgtiveView € TransfionView O Al ‘ -l
*Frotected ™ Frotected & Fiesticted Ea
Callapss ﬂ Phases J Toteche: Totecte: ezhncte
Intake (Warker OYA - Q&) ‘ Title: Assessed Locked Azsessor J

| v |

OYA Security Threat Survey | 1042172010

Worker QYA - ©

Lo || o |




JL'E] JJIS — A Shared Information

Navigate Youth Information

Custody Episodes

e Select Custody Episodes from
the Youth menu on the JPAS

Custody Episode List

toolbar. &% JJIS #: 00003885 Youth: Youth, Field

Decizion |

| Juvenile Justice Information System (JPAS) Last ety [ ueenes

File Edit Tools | Youth Provider ‘Window Help

@‘ % é ?gn Notebook,

@ Caze Plan
@ Documents
Azsessmen

c: Custody Episodes

ncidents

Location Comments
Attendance Tracking Search

E‘? Condition Motebook
ﬁ Frint Face Sheet...
Digplay Photo

i




‘!‘L'f] JJIS — A Shared Information S

Navigate Youth Information

Incidents

. JJIS #: 00003885 Y
e Select Incidents from the Youth e
menu on the \] PAS tOO| bal’. & Alllncidents " Heviewed and Lacked Incidents
. . *Protected  ** Protected & Restricted
nile Justice Information sﬂtem IJPA'SI MNurnher || Status Type Incident Date [ Incident Time || Location Froblems J
File Edt Took |Youh Provider ‘Window Help + [ 18602 Pending | Fisld IR 077252011 | 10:00 am Meadowlark Manar Significant Event
= = = = — = * | 16234 FPending | Field ¥IR a2 72011 2:00 am Meadowlark Manaor
@ IiB/D é BE Motebook = 16233 | Pending | Field VIR 02A720011 | 100 am Meadowlark Manor
outh = | 16123 Pending | Field VIR 020202011 | 10:00 am Home
=| 16122 Pending | Field YIR 02002/2011 | 10:00 am Home Sexual Behavior
@ Casze Flan = | 15810 Pending | Facility YIR 11MB2000 | 200 am Hillcrest YCF, Campus Senvic
@ Documents * | 15811 FPending | Facility YIR 1118/2010 2:00 am Hillerest YCF, Campus Servic
= | 15188 Pending | Field YIR 05262010 | 10:00 am Home Significant Event
Azzessments + | 150886 Pending | Field VIR 05(1/2010 | 300 pm Jail Property Damage; Sexual Beha
. * | 14908 FPending | Field ¥IR 04i29/2010 4:00 am Jail Significant Law Violation
ﬁ_ Cu * | 15184 Pending | Field VIR 04126/2010 | 1:00 am Jail
= | 14787 Pending | Field VIR 042112010 | 300 am Jail
= 14170 Pending | Field YIR 03M0/2010 | 12:00 pm Jail
mments = | 13453 Pending | Field YIR 07/10/2009 | 7:00 am Jail Property Damage; Significant Ev
ttendance Tracking Search = | 12701 Pending | Field VIR 03(30/2008 | 7:30 am Jail
= | 1074 Completed Field YIR 08/05/2008 | 8:00 am Community Corrections Contraband
E& Condition Motebook, * | 14007 Pending | Info Only YIR (18/014/2008 street Assault Youth Misconduct
ﬁ Prirt Face Sh = | 15208 Pending | Infa Only YIR 041 5/2008 Central Park Sexual Behavior
Tink Face Sheet..
Dizplay Photo q | b
| Total: | 18
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Navigate Youth Information

Location Comments

e Select Location Comments from ¥ JJIS #: 00003885 Youth: Youth, Field Location Comments: Jerry Multi Unit Pro... [= |[8]X]
|

the Youth menu on the JPAS Notes
toolbar.

&% Juvenile Justice Information System (JPAS)

Filz Edit Tools | Youth Provider Window Help

@‘ % i V@" Motebook

@ Caze Plan
@ Documents

Azzessments J
& Custody Epizodes | |
Cuzt.
| nCidette
Location Comments

Joring Search

@ Condition Motebook,
£ Print Face Sheet...
Dizplay Photo




sl 331S - A Shared Information System

Navigate Youth Information

Attendance Tracking

e Click the Attendance Tracking
icon on the JPAS Toolbar; or

e Select Attendance Tracking
Search from the Youth menu on
the JPAS toolbar.

& Juvenile Justice Information System (JPAS)

File Edit Tools | Youth Provider Window Help

@ F\'gc’ é "‘@" Motebook
@ Caze Plan
@ D ocuments

Agzegzments
& Custody E pizodes
Cuzt.
Incidents
Location-Semmmeme
fttendance Tracking Search

o % ondnon Haebes
ﬁ Print Face Shest...
Dizplay Phota

&% Juvenile Justice Information System (JPAS) User:

File Edt Tools Youth Provider Window Help

&% Attendance Tracking Search

Workplace:

)

Difice [ A =] [ Dat=Range

Program ‘ All j Bees ’W
Group [ai =] | A [osm022011
Yauth [ *fouth, Field

Date ‘ Pragram Group Mamme Sesgion ‘ Attendance
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Navigate Youth Information

Conditions

e Click the Condition Notebook
icon on the JPAS Toolbar; or

e Select Condition Notebook from
the Youth menu on the JPAS
toolbar.

¥ Juyenile Justice Information System, (JPAS)

File Edit Tools | Youth Provider Window Help

@ F\'B/C’ é an Maotebook

@ Case Plan
@ Documents

Azzeszments

Custody Epizodes

Cusk.
Incidents

Location Comments

A —

Dizplay Photo

e Also accessible through the
Case Plan — Conditions button
on the left side of the Case Plan
screen.

&% Juvenile Justice Information System (JPAS) User:
Youth  Provider Window Help

Edit  Taools

Workplace:

2 JJIS #: 000038BBS Youth: Youth, Field Condition Maintenance

Decision Paint ‘

™ Court Ordered

Fiter [ Fees and Fines ~] & Opent™ Closed™ a1 BEC, [al =]
Deseription [|ning [mount [ completed [|Decision Point Petition
< |
Wiew Summary
Total Amount ‘ Unit ‘ J Total Completed
Ordered Date ‘ Dwe Date ‘ Appraval | J
Close Status ‘ J Close Date:

=|[ Ve | [GoTo |

[Foganseach|

Motes < Program Preference € Display for Office
By T |
J Pragram MNamme | Start Date Clozed Date Comnpletion Status ‘ J
Action Steps
=]
=1 4,—‘

Basic | Detais ‘Mass Update ‘

Expand

Collapse

Actiyation

i JJIS #: 00003BB5
“rauth Plan

Youth: Youth, Field

Plans

Conditions

& ActiveView  TransitionYiew ¢ Al ‘

List Filter

# Phases
4] Intake (Aorker OYA- Q)

Senices

Assessments

Documents

R AR

a8 aln)

s OYAYouth Case Plan dWarkar OA

Filter | Fees and Fines

=
Seach |~
~| @ Open© Closed ¢ an 2215

Dec. Pt Al =l e |  oear |
Description | Decision Point ‘ J
LH L

L |

o
e (| oo |
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Navigate Youth Information

Print Face Sheet

e Click the Print Face Sheet icon
on the JPAS Toolbar; or

e Select Print Face Sheet from
the Youth menu on the JPAS

toolbar.

& Juvenile Justice Information System (JPAS)

Eile Edit Tools | Youth

(&

@ F\'gc, é ?@n
@ Caze Plan
@ D ocuments

&
Cusk.

Frovider window Help
Motebook

Agzegzments
Custody E pizodes

Incidents
Location Comments
Attendance Tracking Search

Print Face Sheet...

Display Fhota

The Face Sheet is sent directly to

the user’s printer.

&% Juvenile Justice Information System (JPAS) User:
File Edt Tools Youth PigSder “indow Help

Workplace:

{e|) =

JIIS & 00003885 Youth: Youth. Feld
Printed: Avgust 2, 2011
Field Youth's Facesheet

Case Status: Open
Primary Worker: Worker OYA - DEV, FPO County of Jurisdiction: Marion
Opened: 08/05/2008 Closed:
Youth Information
Name: Field Youth
AEA:
Sex: DOE: Age:
Birthplace:
Address:
Mailing Address:
Phones:
Height: Weight: Eves: Hair:
Race: Ethnicity:
Identifving Marlks:
Primary Language: Interpreter Needed: No
School: CATAPOOIA MIDDLE SCHOOL
School Status: Enroled School Grade:
Identifving Numbers
Identfication Type Number County j
DHS Prme Nomber AZI2343A T
DHS Case Number AZI2345A 3
Family Information {
Name / Relationship / Primary Phone /
Address / Home Phone / ‘Work Phone /
Mailing Address/ Age/ Cell Phone /
Deceased Birthdate Language
Referral History 2

Worker / Office / Received Date / Agency - Report Idé
Seq# Status Date / Status / Allegation / Disposition

Occurred Date Petition # ORS# )
01 Worker OYA - Central Support - OYA |06/01/2010 _

QA Sec Coordm. 12345 1

1 06/01/2010 Original - Police Assault-2
Report
06:01/2010 163175
<

Display Photo

e Select Display Photo from the
Youth menu on the JPAS

toolbar.

&% Juvenile Justice Information System, [JPAS)

Filz Edit Todls | Youth

Q ¥ ¢« &
)
=

=
Cusk.

¥

Provider  Window Help
Matebook

Case Plan

Documents

Azzessments

Custody Episodes

Incidents
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File Edit Toolz Youth Provider Window Help

1 v slelel 5] &|8|SETEE
Button Toolbar
Title Bar Window Controls
Displays the name of the logged-in user and e Minimize

their workplace.
Reduces a window to a button on the taskbar. To
restore the window to its previous size and location,

Menu Toolbar click the button on the taskbar.
Menus display lists of commands — some e Maximize
commands correspond to icons on the Button
Toolbar while others have keyboard shortcut Enlarges a program or window to fill the screen. To
keys associated with them. restore the window to its previous size and location,

double click the title bar.

&% Juvenile Justice Information System [JPAS) : ° Exit
File Edit Toolz Youth Provider ‘Window Help

| ¥ slgle B B 2 @_ Closes the program after prompting to save any
unsaved screens.

Button (Icon) Toolbar

The Buttons offer shortcuts to commonly used JJIS commands that can also be found in the JJIS menus.

g | | w2 |

Open a Case Plan for a selected youth

File Edit Toolz Youth Provider Window Help

a v slale B | 2y B¥| iR

Pro.

=
‘routh

Open the Search Notebook

L | &

'iEP Check spelling of text in a note field Open a list of Documents for a selected youth

Open a Condition Notebook for a selected
youth

% Print the current screen — includes fields,
tabs, scrollbars, etc.

B

% Print the items in a screen as a List — prints
only the data

[ iI.

Open Attendance Tracking Search

| Send a selected youth’s Face Sheet directly Open a Custody Episode Notebook for a
to the printer without pausing to preview selected youth

A
c
a
T

Open a selected service provider's Notebook m Open Online Help from the JJIS website

Click to turn on Bubble Help; then hover the
Open a selected youth’s Notebook k? | mouse over each icon on the Button Toolbar
to display its function




JJIS — A Shared Information System

JPAS (Provider Access) Toolbars & Menus

Menu Toolbar

Menus on the JPAS Toolbar contain drop-down lists of commands. Select a menu command by clicking the mouse
on the desired option.

Some menu options correspond to buttons on the Button Toolbar while others have keyboard shortcut keys
associated with them such as Ctrl-P to Print.

& Juvenile Justice Information System {JPAS)

File Edt Took Youth Provider Wwindow Help <ff=={ Menu Toolbar | |

& Tt

Some of the Menu drop-downs can be expanded another level for oy bt

. . . . . P Chrl+
additional options. Some items under the File, Edit, and Tools menus are m B Lot !

available when the user right-clicks the mouse in a field. e o

Ingert Todays Date Clrl+0

&Y Juvenile Justice Informa
File

In addition to the keyboard shortcut keys, menu accelerator keys can be used to

it Tooke  Planning Yoo

access commands by pressing the Alt key and the underlined letter of the menu Gl cw
command. B
Accelerator Key Example R Paste
To copy selected text, click “Alt E C” for Edit, Copy.
Add Row
File Menu Login Menu — allows multiple users to log onto a shared workstation,
eliminating the need for each user to exit to prevent unauthorized viewing
File . of JPAS — users log back on quickly by selecting their name from a list of
Log logged-on users and then entering their password
ogin menu L4
Log aff Log off — allows users to temporarily log off of a shared workstation to
Feconnect prevent unauthorized viewing of JJIS and they can then log back on to
Change Password... JJIS quickly through the Login Menu
&3 Print Screen. ChieP Reconn.ect — allows users to mangally rgconnect to JJIS if the. .
- connection has been idle for a period of time (e.g., no communication
&% Frint List... Chr+T between the workstation and the database, such as a mouse-click or a
Frint List D ocumert... keyboard strike)
Export List Change Password — allows users to change their password
Exit Print Screen — prints the current screen directly to the user’s printer (also

Ctrl P); includes fields, notebook tabs, etc.

Print List — prints a selected list directly to the user’s printer
(also Ctrl T) — prints only the data

Print List Document — prints a selected list through the JJIS Word
Processor, allowing users to set margins, designate landscape or portrait
orientation, and format the list by rearranging and resizing columns

Export List — allows users to export lists to the computer’s internal
memory (clipboard). The data (in a tab-delimited format) can then be
pasted into Microsoft Excel and other applications.

Exit — exits (shuts-down) JPAS (can also be done by clicking the X in the
upper right corner of the title bar). NOTE: All screens must be closed
before the program can shut down.




JJIS — A Shared Information System

JPAS (Provider Access) Toolbars & Menus

Edit Menu
Edit
& Cut Cirl+3¢
Copy Chrl+C
E Paste Chil+
Add Fow Crl+a,
Delete Row Chrl+D
Inzert Todaps Date Chl+0

Cut — select text and cut it from its current location for pasting in a
different location; the cut text remains on the computer’s internal memory
(clipboard) until new text is selected and cut/copied to the clipboard

Copy - select text and copy it to paste in another location

Paste — inserts cut or copied text into a new designated location

Add Row — adds a row to a dataset for inserting additional information
Delete Row — deletes an unnecessary row from a dataset

Insert Today’s Date — quick shortcut inserts the current date into a
selected date field — TIP — use the Ctrl-O keyboard shortcut!

Tools Menu

@ Search Ctrl+5

RB% Spell Check Chl+E

Drate Helper  Shift+Clrl+0

Search — opens the Search Notebook
Spell Check — checks the spelling of the text in a selected field

Date Helper — opens a calendar for quickly computing past and future
dates based on such dates as current date, the youth’s date of birth, and
disposition ordered date

Youth Menu

Y'outh
M atebaak,

‘Fouth

@ Caze Plan
@ Docurnents

Azzezsments

Cuzstody Epizodes
Cusk,

Inzidents

Lacation Comments

Condition Mateboak,

B

Print Face Sheet..

Dizplay Photo

Attendance Tracking Search

Notebook — opens the Youth Notebook for a selected youth
Case Plan — opens the Case Plan for a selected youth

Documents — opens a list of available documents to create and a list of
saved documents for a selected youth

Assessments — opens a list of available assessments to create and a list
of saved assessments for a selected youth

Custody Episodes — opens a screen for documenting the screening for,
admission into, or release from custody of a selected youth

Incidents — opens the list of incidents a selected youth has been involved
in while in custody

Location Comments — provides the ability to record general comments
for a selected youth regarding their stay in custody or an OYA substitute
care placement

Attendance Tracking Search — lists sessions that selected youth have
participated in

Condition Notebook — opens the Condition Notebook for a selected
youth

Print Face Sheet — automatically prints a Face Sheet document of
general information about the youth

Display Photo — displays a photo for the selected youth

Provider Menu

Provvider

E Maotebonl,

Notebook — opens the Provider Notebook for a selected provider
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JPAS (Provider Access) Toolbars & Menus

Window Menu

Close All — closes all open JJIS windows

Close All and Exit - allows users to close all open screens and exit JJIS

Window at the same time.
Claze Al Refresh All — updates all open windows with new data entered since the
Cloze All and E it user opened JJIS
Refresh Al Collapse All — minimizes all open windows
Collspse Al Restore All — maximizes all open windows (windows can be maximized
Restore Al individually by clicking the appropriate button on the taskbar at the bottom
Al Windows b of the screen)
All Windows — displays a list of all open windows
Help Menu JJIS Online Help — opens the JJIS website's Help Center (NOTE: a link
on the Online Help page will take JPAS users to JPAS information
Help maintained on the OYA external (public) website.)
@ JIS Online Help Fi JJIS Information Center — opens the JJIS website’s Information Center
JIS Infarmation Center Partner Links — opens the OYA’s Useful Links webpage
Fartner Links About JJIS — displays the JJIS release number, the date it was released,
Shaut LIS and general information on updates in the release




i Progress Notes for, JJIS #: 00003573 Youth: Howard, Don

e To see more of the contents in a data

table: USG the Vertlcal and horlzontal SCI’O” NIJEQTIJZZEH 9:59am | Behavior hossession of tobacco  =—0209/2011 959 am E}—T:r’;t?ﬁreﬂ ‘ HEIZE;’?D?:‘W
bars 02/09i2011 955 am Substance Use wouth completed all assignmel| 02/08/2011 955 am | Hanson, Brett 020092011 1
. 1
1
e To size a column, point the mouse cursor :
to the column edge. Hold down the mouse v
button — when it becomes a double-arrow, J e
drag the column edge to the desired size aga

Note Details

Nate Date: | o7i28i2011 Time | 4:05 pm Entered Dale‘ 71292011 4:05 Ph Reviewed Date

. . Domain ~ | Entered B; Hanson, Brett FRieviewsd B
e Click a column title to change the order of _ ! S ’

the data from ascending to descending |
and vice versa. The column title used to
sort the table will display a triangle (Aor
V) indicating whether the sort order is

ascending or descending. | ‘

(wider or narrower).

Columns can be re-ordered by Selecting the [Note Date "_ ‘}Dnmaln |INanatl|ve L\@ [Entered Date Entered By

/-

column title and dragging it to a different e = |

T \_' D Click and drag; then drop
position. to new location

Frequently-performed tasks can be accomplished quickly by using shortcut keys — one or more keys pressed on
the keyboard — or using a Button Icon to complete a task.

Task Shortcut Key Button Icon

Insert Today's Date Ctrl-O --

Date Helper Shift-Ctrl-O --

Search for a Youth Ctrl-S

Print Screen Ctrl-P

Print List Ctrl-T 4

Spell Check Ctrl-E REx
The shortcut

Cut Text Ctrl-X keys and icon &

buttons are also

“Document
Workbench”

Paste Text Ctrl-v word processor =

add-on.

“Alt” and the underlined letter in the button or menu text —

Specific Menu and Button Commands e.g., Alt-O
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Window Commands & Controls

Window Commands

e Close All
Close All and Exit
Refresh All

Collapse All
Restore All
All Windows

closes all open windows

closes all open windows and exits

updates windows (screens) with new information

entered since database first opened.

minimizes all windows to the computer screen task bar

maximizes all minimized windows

displays a list of open windows for the user to bring in

front of the other windows

indiow
Cloge All
Cloze All and Exit
Fefresh All
Collapze Al
Restare All

Al windows 4

Window Controls

Resize, reshape, and move windows to see more than one screen at a time or adjust how much of the window’s

contents are visible.

e Move a Window — place the mouse pointer |} anywhere in the band at the top of the window, hold the
mouse button down and drag the window to a new place on the screen.

¢ Resize or Reshape a Window — place the mouse pointer on the window border, when the pointer changes

into I or =P, hold the mouse button down and drag the border to enlarge, reduce, or change the size

and shape of the window.

2% Search Page: Active Caseload

Filters

Active Caseload l Service Referrals

Frovider | Jerry Multi Unit Provider

Pragram | All

‘outh Mame

JUIS # | Age | Sen | Priogram

Start

Frimary ‘W orker

4

ﬁ Open Motebook
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i

Data Entry —

Fields, Lists, and Filters

There are several types of data entry fields — the following screenshots provide a good example of the different
types of fields. The numbers correspond to the key below.

Search Page: Service Referrals E@@
Aolive Caseload | Senice Referrals |
Fiers Status 2
Provider ‘ Jerry Wulti Unit Provider & Al Search
© Pending
Frogram [ Al U j =] (® Lt 496‘3'
frouth Name Age [[Sex Program [t [Proi. stant Status Feason Fﬂ
4 | _4_1
Youth i) (2
Mame \ JIS # \ & Pending {~ Add Ta'waling List { Close Service Referral
Age Sex B pen Hotenonk | | Reason [ @ =1
Sspvice Peferral Infe Hates
Program [ @ -l
Entered Date Projected Start
Service Referral Worker
Mame | Phone | =l
Email
&% Progress Notes for JJIS #: Youth: Q@@
Nuste Diate: | Domain || Namative: Ertered Date || Ertered By Reviewed Date |
4| v
Add 4

Nete Detals l\5_>
Q Note Date| [ 0772972011 Time [ 4:08 pm

Domain |

Entered Date [ 7/26/2011 405 P \_} Fleviewed Date
{
] EnteredBy [ Hansan, Brett Reviewed By

Nanative

=l

@
|
| | |

1. Drop-Down List Similar to a List Field, offers a list of options to select from, but initially appears with a
default option already selected.

2. Radio Button Displays a selection of items to choose from, but only one button can be selected.

List Offers a list of options to select from by clicking the drop-down triangle.

4. Notes / Narrative General text corresponding to the field label; allows a large amount of text to be
entered and includes a vertical scroll bar to see more text than fits in the field's
boundaries.

5. Date Restricted to accept only dates — dates must be entered in a valid format. Valid entry
formats are: MMDDYYYY 01012000

MIDIYYYY 1/1/2000
M-D-YYYY 1-1-2000
MD YYYY 11 2000
JJIS automatically formats the entry to a MM/DD/YYYY format (01/01/2000).

6. Dimmed Data entry is not allowed. JJIS either automatically enters the data based on entry into
other fields, or the field becomes enabled when data is entered into a connected field.

7. Blue Text Data entry is either mandatory or recommended. JJIS issues a prompt when a

mandatory field is skipped and does not allow the user to continue or close the screen
until data has been entered.




	JPAS0_Cover
	JPAS1_GettingStartedApril2012
	JPAS2_AccessUseConfidentiality
	JJIS Access, Appropriate Use, & Confidentiality  (updated 4/12/2012)

	JPAS3_OpenLog-On
	Open & Log In to JPAS  (updated 4/12/2012)

	JPAS4_ChangePassword
	Change JPAS Password  (updated 4/12/2012)

	JPAS5_ReviewServiceReferral
	Review Service Referral  (updated 4/12/2012)

	JPAS6_AcceptRejectServiceReferral
	Consider / Accept / Reject Service Referral  (updated 4/12/2012)

	JPAS7_ViewCaseload
	View and Filter Active Caseload  (updated 4/12/2012)

	JPAS8_EnterProgressNote
	Enter a Progress Note  (updated 4/12/2012)

	JPAS9_NavigateYouthInformation
	Navigate Youth Information  (updated 4/12/2012)

	JPAS10_ToolbarsMenus
	JPAS (Provider Access) Toolbars & Menus (updated 4/12/2012)

	JPAS11_NavigationTipsKeyboardShortcuts
	JPAS Navigation Tips & Keyboard Shortcuts (updated 4/12/2012)
	Window Commands & Controls (updated 4/12/2012)

	JPAS12_Data_Entry_Fields
	Data Entry — Fields, Lists, and Filters (updated 4/12/2012)




