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Ui JJIS — A Shared Information System

What is JPAS?

The Juvenile Provider Access System (JPAS) facilitates information sharing
between OYA'’s Juvenile Parole / Probation Officers (JPPO) and contracted OYA
residential care providers throughout the youth referral, screening, and placement
process.

JPAS is a “lens” of the statewide-integrated Juvenile Justice Information System
(JJIS) and shows information Providers 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 share
information about a youth’s progress with their JPPO.

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 User Security Agreement.

JPAS does not replace direct communication
between JPPOs and Providers!

Pick up the phone!
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JJIS — A Shared Information System

JPAS Forms and Records

New Users External Partner
Authorized Agency Representative:

JJIS Form 2a - all new users complete and sign

JJIS Form 2a, and again for annual July 1 renewals. JJIS Form 1e — completed when provider's

The form is signed by the provider's designated authorized representative changes, and again for
‘ .
External Partner Authorized Agency annual July 1 renewals.
Representative’ before submitting to OYA
P g The authorized agency representative collects and
ml Juvenile Justice Information System User Security Agreement (JJIS Form 2a) Page2of2 S|g ns a || of th e p rovide r’S use rs’ 2a fo rms
‘A — Type of Agreement (check only 0ne B — Tybe of User (check only one)
[ New [0 Annual Renewal {submit by July 1) | ' [} Intemal OYA or County User 2 [} External Partner User OYA'S J PAS Secu r|ty Coord InatOI’ (OYA Commu n |ty
g s
€ —Type of Access [ JJIS Deskiop * JJISWeb (Remole Deskiop Connection)* for: [ JJPS (Partner) R M i F 1
(check all tt appiy) 5 JPAS (Providen) esources vianager) signs rorm fe.
USER DECLARATIONS =
I declare that | have read and understand page one of this agreement and wil adhere to what is required to protect | Fiing Juvenile Justice Information System
and prevent any disclosure i i
[T s an internal Partner user (OYA or county juvenile department empioyee), | understand that | may be subject o = External Partner Authorized Agency Representative Agreement
discipline, up to and including dismissal for violatians of this Security Agreement g & I -
2[] As a sponsored External Partner user, | understand that my access wi\hemmlhnzd by the JJIS Steering = JUIS Form 1e for JUIS, JJPS or JPAS
Gommittee and may be terminated for violaions of this Security Agreem g New || Annual Renewal
*[Asa -, | understand my avedl'ne approval from my supervisor. % This agreement describes the Agency iities regarding JJIS, JJPS, or
« I have reviewed JJIS Geffing Started material and have read and understand the JJIS User Security policy. JPAS.
« I have read, reviewed, and agree to comply with all relevant JJIS policies, andfor sponsoring agencies policy, This form must be completed, signed annually, and submitted to the JJIS Security Officer by July 1 each year.
on appropriate use of JJIS data. . -
+ 1 understand that JJIS information shall be used only for legitimate law enforcement and juvenile justice External Partner Agency Re Roles & R
purposes, or as otherwise allowed by state and federal statute. The designated Extemnal Pariner Autherized Representative is the primary contact for authorizing/approving users from
* 1 will not seek, obtain, use, or releass information from JJIS for private or personal reasons, and will use only | teir agancy that should have access to LIS, JJBS, or JPAS. By sigring this form, the desionated External Partner
the minimum amount of information needed to accomplish an authorized job task 7 4 Agen reflects their of, and o, JJIS securty,
« 1 will not give my user name or password (log-on) to anyone nor allow anyone to use my log-on. | understand | 3
that | am responsible for all fransactions entered under my log-on a 43 the primary contact person for securiy n ther offis, the Extemal Partner Authorized Agency Represeniative i o:
+ lagree to provide administrative and physical security of JJIS and to preserve the ananymity and confidentiality g Send/FAX the completed Usemewnty‘_ﬁgreemem (JJIS Form 2a) and Role Assignment forms in a timely
of youth whose records are contained in JJIS and will not leave my JJIS screen accessible for unauthorized manner to the sponsaring agency’s JJIS Security Coordinator® to create accounts.
viewing or use by the public or any other unauthorized persons. +  Coordinate annual renewal of user agreements and submit to the sponsoring agency's JJIS Security
« *l understand that if | have access to JJIS Reports through JIS, JJISWeb also grants me access to JJIS Coordinator
Reports through the infemet. | understand the added risk to the privacy and security of data this access + Communicate with staff, in a timely manner, when emails are sent about account lockouts or revocations.
ereates and will take precautions o safeguard data | access through reports. +  Coordinate aecess and revocation of 3ccess with th agency’s JJIS Securty C when a
| understand that JJIS information ean only be released subect to ageney policy. user's sacurity Is revoked of the user leaves employment
THIS SECTION MUST BE COMPLETED BY ALL USERS 1 have read and understand the foregoing and will adhere to what is required.
PLEASE COMPLETE ONLINE OR PRINT GLEARLY Please type or print clearly.
= -
% User Last Name User First Name User Title )
B
User Work Email Address User Work Phone User Agency / Work Unit
Aoz
User Signature Dste
Emal Address. Phone &
z
B
PRINT Supervisor Name Signature Date
Aufhorzed T [
EXTERNAL PARTNER AGENCY SPONSORING INTERNAL PARTNER AGENCY
E Authorized Agency Representative Agency Director or Designee
2 dova @ County Juvenile Depariment Spenserm Fasne]
& [agancy TWom Unt Intarnal Parinar Agancy [chack Bax, snd if county, snter nme)
2
Z ; - =
i [PrINT Agency Representative Tame PRINT Dirastor or Dasignas Name Spensaring Agency T Deparment Director or Des gnes Sgnanurs D
o}
[ Signatore T Date Signature / Daie
Sponeog Agency ] Deparimert 1015 Secunty Coorarator Sgnai Tee
a INTERNAL PARTNER AGENCY SECURITY COORDINATOR
g Please ¥ iate box:
na * LIS Security Officar FAX 503-373-0381
© [PRINT Sacunty Coordnator Fame Tignature Tl LI New Agreement o Dreg"grr\ Youth Authority, IS Unit
530 Center Street NE_Suite 500
Salem. OR B7301-3777
. *Submit JPAS requests to OYA's JPAS Seourity Coordinator at the
] el el (it Juy 1 ofeschyos) | st s bivacs or FAX 8688037174 ™
* Sponsaing Intemal Parner Agéncy LIS Ssouriy Cooringior
+_Extemal Parer Authorized A

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

Imported Documents
JJIS Form 3a — When an individual has been identified as needing access to the Imported Documents
feature, a security access role assignment form must be completed.

The form is only needed once and is signed by the ‘External Partner Authorized Agency Representative’ who
determines the role before providing to OYA.

Annual Renewals

It is recommended that the OYA JPAS Security Coordinator contact providers during the month of May with a
deadline of mid-June for retum of the renewal forms.

Once the forms are received, information is updated/confirmed in JJIS.
Access to JPAS will be terminated for users who do not submit a JJIS Form 2a renewal.

Records — Forms should be kept for at least 3 years.

JPAS
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JJIS — A Shared Information System

Open and Log In via OYA Remote Services

JPAS is not installed directly on local computers. Users access JPAS using OYA Remote Services, which provides
a connection to JJIS through a web browser.

Logging in is a two-step process — first to OYA Remote Services, then to JJIS.

Instructions will be emailed to you from the JPAS Security Coordinator or the JJIS Security Officer.

For security purposes, your credentials are emailed separately to you.

It is recommended that users log off JPAS at the end of the workday for security purposes and to ensure software
updates are downloaded.

JPAS — Juvenile Provider Access System 3




Maximize

&% Juvenile Justice Information System (JPAS)
File Edit Toolz Youth Provider Wwindow Help

3 v slgle| 8| BE S EE

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.

o Exit

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.

5| ] x|

Open a Case Plan for a selected youth

File Edit Toolz Youth Provider Window Help

1 v slslel 2| 8|64 ER

Provy,

Open the Search Notebook

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

| &

% Print the current screen — includes fields, Open a Condition Notebook for a selected
tabs, scrollbars, etc. youth
Print the items in a screen as a List — prints - .
&5 only the data Lﬁ Open Attendance Tracking Search
ﬁ| Send a selected youth’s Face Sheet directly Open a Custody Episode Notebook for a

il
=
n
T

to the printer without pausing to preview selected youth

E | Open a selected service provider's Notebook w 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

JPAS — Juvenile Provider Access System 4




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)

| Fie Edt Took Youth Provider Window ey =i Menu Toolbar |

& o il
Some of the Menu drop-downs can be expanded another level for Eery bre
additional options. Some items under the File, Edit, and Tools menus are B Lo b
available when the user right-clicks the mouse in a field. R e

Inzert Todays Date Chil+0

it Toolz  Planning  ou

$ Cu

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

File
access commands by pressing the Alt key and the underlined letter of the menu

=

command. py
Accelerator Key Example B Paste
To copy selected text, click “Alt E C” for Edit, Copy. et Foms
File Menu Login Menu — allows multiple users to log in to a shared workstation,
eliminating the need for each user to exit to prevent unauthorized viewing
Fila | of JPAS — users log back on quickly by selecting their name from a list of
- : logged-on users and then entering their password
Login memu »
Log off 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

JJIS quickly through the Login Menu

Change Pazsword...
Reconnect — allows users to manually reconnect to JJIS if the

& Frint Screen.. Clrl+F connection has been idle for a period of time (e.g., no communication
&% Print List.. Chl+T Eetvt\)/eendthe \‘/(vorkstation and the database, such as a mouse-click or a
eyboard strike
Frint Lizt Document. .. y )
Esport List Change Password — allows users to change their password
Esit 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.

JPAS — Juvenile Provider Access System 5




JJIS — A Shared Information System

JPAS (Provider Access) Toolbars & Menus

Edit Menu
Edit
& Cut Tk
Copy Chrl+C
E Paste Clrl+
Add Fow Ctrl,
Delete Row Ctrl+Dr
Ingzert Todaps Date Chrl+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 intemal 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

RBL Spell Check Ctil+E
Date Helper  Shift+Chrl+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

otk
ﬁ Motebook,
‘Fouth

@ Caze Plan
@ Documents

Imported Documents - Search
Azzezsments

ﬁ Cuztody Epizodes

Cusk.
Incidents

Location Comments

Attendance Tracking Search

Puozitive vouth Engagement Tracking #
E& Condition Notebook,

ﬁ Print Face Sheet...
Dizplay Photo

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

Imported Documents — Search — provides the ability to search for
documents imported into JJIS for transfer of information

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

Positive Youth Engagement Tracking — tracks the time OYA facility
youth participate in PYE activities and their achievements

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

JPAS — Juvenile Provider Access System 6



JJIS — A Shared Information System

JPAS (Provider Access) Toolbars & Menus

Provider Menu Notebook — opens the Provider Notebook for a selected provider

Frowider
Pﬁ M aoteboak,

. Close All — closes all open JJIS windows
Window Menu _ :
Close All and Exit - allows users to close all open screens and exit JJIS

Window at the same time.
Cloze Al Refresh All — updates all open windows with new data entered since the
Close &l and Exit user opened JJIS
Refresh Al Collapse All — minimizes all open windows
Callapse Al Restore All — maximizes all open windows (windows can be maximized
Festore Al individually by clicking the appropriate button on the taskbar at the bottom
Al Windews b of the screen)
All Windows — displays a list of all open windows
He|p 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.)
(i 215 Online Help = JJIS Information Center — opens the JJIS website’s Information Center
JJIS Information Center Partner Links — opens the OYA'’s Useful Links webpage
Partner Links About JJIS — displays the JJIS release number, the date it was released,
Ahout JIS .. and general information on updates in the release

JPAS — Juvenile Provider Access System 7




JJIS — A Shared Information System

Provider Service Referral Flow

i In JJIS
Crc-:lgt:JYliuth ) Close Service Referral
Service Referral(s) | JJIS Task List: - Action: Close Service Referral
to Provider(s) i Service Referra( — 45-Day Review Reason: Placed in Program
! JPPO reviews all open L
| Service Referrals 4
@ Send other : SHEATRTY.
') 3 docunrzzgf[;lti)n o | (MIS automatically closes referrals Y
o< Picvider that are not suspended 1 ] In JIS
o g’ . and have been open . Communicate with | Close any unneeded
= ry : for three months.) i | Provider to coordinate | open service referrals
E I ! : ! ! placement i and open service
R : In JJIS l S T e g ; (call or e-mai). : with selected
JPPO may suspend a referral in @ —————————————————————— Provider.
| a Pending or Waiting List status; | ‘ £\
i or close a referral opened in error! ‘
i orif youth is placed elsewhere.
M Y
‘é' — ‘é' E— _— *a' JJIS adds
= = = Youth to
3 Provider's
JJIS_ generat_es JJIS_generates JJIS_generates JJIS_generates 3 Caseload List
email to Provider email to JPPO email to JPPO email to JPPO |
In JPAS In JPAS In JPAS
Action: Pending Action: Add to Waiting List Action: Add to Waiting List ‘
Reason: Missing Information |Reason: Accepted Pending Screening| Reason: Accepted OR Milieu Fit| - v s
Sehedule-and | Communicate with JPPO |
conduct screening L when space is available or |
e 9 e C YES . milieu is appropriate
YES YES ki (call or e-mail).  [=1,
— | """"" « 2N
2 i ,
—
[1}] % In JPAS Is more info NO Is screening NO Is youth 2
2 = Provider opens Youth needed? requested? accepted? _ [faccepted,
8 o Notebook, reviews the youtﬁ is placed on Wa:t:r_ig List
Ty Service Referral, and until program has opening or
= determines if appropriate A appropriate milieu is available.
é placement. NO - Prioritize youth based on referral date.
By contract, Provider REJECT i S
I must respond within 5 | i Review Youth
i (five) business days. | In JPAS | Case Information |
e : Action: Close Service Referral i InJPAS while
‘ Reason: Rejected / Reason(s) -« -NO - REJECT ! youth in;seryice:
(JJIS generates email to JPPOand | e
auto closes referral) | L s — DA

JPA ile Provider Access System




JJIS — A Shared Information System

Service Referral Status Action and Reason Definitions

JPAS gives Providers view-only access to information in the JJIS Youth Notebook — the information available is similar to traditional hard copy service referral
packets. Using JPAS, the Provider reviews pending service referrals with relevant information about a youth and can request more information if needed.
Based on the Provider’s ability to place and provide service to the youth, they respond to the JJPO (or referring case manager) through JPAS by selecting
appropriate actions to change the referral status, indicate an associated reason, and enter notes to the JPPO or referring case manager.

Any time the referral status is changed in JPAS, JJIS generates an automatic e-mail notification to the JPPO — the e-mail includes the Provider and Program
name, Youth JJIS # and initials, and the status change. Itis the JPPQO’s responsibility to review the status change in JJIS and take appropriate steps based on
the reason associated with the status change (e.g., provide missing information, open a service, create a new service referral, or suspend a service referral).

Status Action

Reason Definition

Pending Missing Provider has received referral but needs additional information from the JPPO.
Information (List the needed items in the Notes field.)
Provider has received referral and is reviewing for appropriate placement.
Reviewin (All referrals are initially in a Pending Status. By BRS rule, Providers have five (5) business days to respond to a
eviewing referral; and enter a note indicating they attempted or made contact with JPPO. The timeline does not start until all
necessary information has been provided.)
Referral has been submitted but JPPO is requesting the youth not be screened/approved at this point; only to be
Suspended used by JPPO. The JPPO will need to remove the youth from this status to re-initiate the screening/waiting list
process with a note when the referral is suspended or unsuspended. (used only by JPPQ)
Waiting List Accepted Provider has accepted youth and will place youth on list for upcoming available openings in the program.
P (Youth should be prioritized based upon the date of the referral.)
Accepted

Pending Screening

Provider has accepted youth contingent upon screening.

Milieu Fit

Provider has accepted youth, but current milieu is not appropriate. (Placement on hold until milieu fit available.)

Suspended

Youth has been screened/accepted into program, but JPPO determines youth is not ready for placement; only the
JPPO should suspend a youth from a waiting list with a note when the referral is suspended or unsuspended.

Placed in Program

Youth has been placed in the program. (OYA OS2 closes the referral in JJIS when entering the service.)

Closed

Opened in Error

Referral was opened in error. (used only by JPPO)

Placed Elsewhere

Youth was placed at another location. (used only by JPPO)

Rejected

Provider has determined that referred youth is not appropriate for program and rejects referral.
The Provider must indicate one of the following rejection reason(s): (used only by Provider)

Actively Suicidal /Self-Harm — Danger to Self / Others — Require Detox

Age Fit — Fire Setting — Security Alert Issue
Animal Abuse — Gang Mix — Severe Depression
Assaultive / Aggressive — Gender — Sex Offense

Can’t Go to Public School — Hasn't Completed School — SUD Primary Diagnosis
Chronic Runaways — No Current Proctor Home Available — Untreated Fire Setting
Co-Defendant /Victim in Program — Psychiatric Disorder — Untreated Sex Offense
Cognitive Deficits — Psychosis

JPAS — Juvenile Provider Access System 9




JJIS — A Shared Information System

Review a Pending Service Referral

When a JPPO or referring case manager enters a service referral in

JJIS, an e-mail is automatically sent to
Intake Worker. The e-mail directs the P
JPAS to review the referral. By BRS rul
business days to review and respond to

timeline does not start until all necessary information has been

provided.

NOTE: Providers must communicate any changes in designated
Intake Workers and their e-mail addresses to OYA'’s JPAS Security

Coordinator to ensure e-mail delivery.

SAMPLE

From: JJI5. HelpDesk@oya.state.or.us <UIS.HelpDesk@oya.state.or.us>
Sent: Friday, January 4, 2019 4:25 PM

To:
Subject;

he Provider’s designated
rovider’s worker to log in to
e, Providers have five (5)
a pending referral. The

111S Service Referral
A IS service referral has been changed by
Provider: Morrison Center Child and Family Services.

Program: Foster Care

s # Youth Initials: Status: Pending

Please login to IS to review the changes.

This message is intended for official use and may contain RESTRICTED information. It
according to policy. If you are not the addressee, please advise me by reply e-mail 3
s

Open and log in to JPAS.

1. 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.

By default, the Program drop-
down list defaults to “All”
programs operated by the
Provider.

Leave the default selection as All
or select a Program from the
drop-down list to see only
referrals specific to that program.

By default, the Status radio
button defaults to “Show Active”
referrals — active referrals are in
a Pending or Wait List status.

e All new referrals are initially in

a Pending Status.

The “Show All” radio button
filters the list to display all
service referrals: Pending,
Waiting List, Placed in
Program, and Closed.

Click Search. The list displays
youth on the program’s Waiting
List or for whom there are
Pending service referrals.

Juvem\aJust\{aInfnrmat\nn System (JPAS) User: provider5, provider5 Workplace: Morrison Center Child and Family Services | = H = || 2 |
= Tools Youth Provider “Window Help
&)¢| slslel 5] slEcEBES @)
Search Page: Service Referals [E=RECE ===
Active Caselo @ Service Referrals [J 2
Filkers Status
Provider | o ShowActweO S @’
| Program | All 3) - | I B Clear
“Vouth Name ‘ Agsl Sex ‘ Program Targell Score ‘ Start Proj. Start ‘ Status Heas-J
1] | »
outh Action
Mame ‘ JIS # | ¥ Pending ( Add ToWaiingList  Close Service Referal
Age Sex e bl '-‘ Reason_| j
Search Page: Service Referrals EI@
Active Caseload J Service Referals
Filters Status
Provider | Search
Program | j Clear
Program ‘ Targsl‘ Score || Start Proj. Start Status Reason Primary "Worker ‘ Prime. I
y enus e sl LH
Y outh Action
Name ‘ JIs # | % Pending " Add ToWaiting List ¢ Close Service Fiefenal
A <y BB iy g L -Poason x|

Use the horizontal scroll bar at the bottom of the screen to scroll right and
display columns that extend past the initial screen.

The list includes the following columns:

*Target — likelihood of not recidivating with a felony within

e Youth Name e Start [Date] three years
o Age e Projected Start [Date] **Score — helps match youth with programs that have a
e Sex e Status history of being effective with other, ,smlula.r youth N
« Program e Reason e green text — may lower the youth’s likelihood to recidivate
. _ . » blue text — not likely to increase or decrease youth'’s
* Target * Primary Worker likelihood to recidivate
 Score™ e Primary Worker Phone e black text — could potentially increase the youth’s
e Primary Worker Email likelihood to recidivate

o NA — scores are not visible to another county

JPAS — Juvenile Provider Access System




JJIS — A Shared Information System

Review a Pending Service Referral

**Primary Worker (JPPO or referring case manager) is also referred to as Service Referral Worker in JPAS.

REMEMBER, all new referrals are initially in a Pending Status. By BRS rule, Providers have five (5) business days
to respond to a referral. The timeline does not start until all necessary information has been provided.

Referrals are listed by date — from oldest to newest; the most recent referral will be at the bottom of the list.

6. Select a referred youth in the list

— the area below the list displays | | 25" = senicefefen E=[ER =3

Active Caseload ] Service Referrals

the details, in addition to any - e
notes the JPPO or referring case Provider | .  geach |
manager may have entered Progiam | ] | ¢ shona _ G|
related to the referral. oulh Name [[age [|l5ex Progiam [|Target|Scare | Start ¢ |Proi. Stat Stalus [Reas=|
7. The Action radio button defaults g

to “Pending”. o 6 0111112019 Pending

L ll I LH
Select “Reviewing” from the r— e
Reason drop-down list. Mame | ais# | & Pending ¢ Add To'walingList ¢ Close Service Referral

Age ’7 Sex ’7 ﬁ Open Motebook | | Reason | K?Di‘

Reviewing indicates that the Sevice Refenal Ifo Hotes
referral has been received and is Pegen | @ i
being reviewed for appropriate EtoredDte [ 011112019 | - Profctodsen [ |
placement. See Service Referral Zmﬁlf'“” e | o
gg;l;iéﬁgon and Reason - [ 91 o e

8. Enter a Note (include date and :
name of author), indicating that Sjc';z‘ec";:;:;”i“"f'="a's =8 E=R
contact has been attempted or sonio sk

Filters Status

made with the JPPO. Rt | % Eofes Sestch
9. Click Apply to save the reason. Progen | =] | © st s |

‘routh Name ‘ Agal Sex Program ‘ Targell Score | Start /|| Praj. Start Statusg | Haas-J

An automatic e-mail notification is
sent to the JPPO that the status

»

being reviewed. ] |
Youth Action

10. Click Open Notebook. Name | uis ¢ [ 00003885 & Pending  AddToWalingList " Close Service Refenal
Age Sex @ 5} Open Natebook | | Feasn | Reviewing |
The yOUth,S nOtebOOk OpenS Service Refenal Info etz

defaulting to the Youth Info page. Progan | ! i
Entered Date 01112019 Projected Start

Service Refenal Worker
Mame | Phone | J

Ermail Apply Cancel

Providers are given view-only access to information in the JJIS Youth Notebook — see Navigate Youth Information.

Review the available information — this is similar to a traditional hard copy service referral packet.

e If necessary, more information can be requested from the JPPO or referring case manager through JPAS as
described in Request More Information About a Referral.

e If no more information is needed from the JJPO or referring case manager, based on the program’s ability to
place and provide service to the youth, the provider’s intake worker enters an appropriate accept or reject
action and reason, and enters a note for the JPPO as described in Accept or Reject Service Referral.

JPAS — Juvenile Provider Access System 11




JJIS — A Shared Information System

Request More Information About a Referral

In the Service Referrals tab,
1. Select the Youth name in the list.

2. In the Action area of the screen,
(with the Pending radio button
selected), select “Missing
Information” from the Reason
drop-down list.

3. Enter a Note indicating the
information that is needed
(include date and name of
author).

4. Click Apply to save the reason.

An automatic e-mail notification is
sent to the JPPO or referring case
manager to review and take
further action regarding the
missing information indicated in
the note.

Search Page: Service NS =8 Eo ===
Active Caseloa‘ ferwce Fieferrals '
~Filer . Statu
Pravider r ' Show Active _Iﬁearch
Program | ~| | Showal Clear
“Youth Name | Agal Sex Program | Tar atI Score || Start /|| Proj. Start Status F\aasn_l

01112019 Pending

| o

Touth Action
MName I JIS # I 00003885 * Pending " Add To'ating List ¢ Close Service Refenal
Age I Sex j Open Motebook Feason I Missing Information 2 ) j
- Service Refenal Info floles
Pragram I @ —I
Entered Date 01/11/2019 Projected Start
- Service Refenal Worker
MName I Phaone I J
Ermail | (4 !Apply | Cance]
Error @

° Mote is required for the Status Reason - Missing Information

After reviewing the youth information and based on the program’s ability to place and provide service to the youth,
the provider’s intake worker enters an appropriate accept or reject action and reason and enters a note for the

JPPO.

e Follow the instructions to Accept or Reject Service Referral.

JPAS — Juvenile Provider Access System




JJIS — A Shared Information System

Accept Service Referral

In the Service Referrals tab, [ search Pmﬂ?ﬂb oo s
Active Caselo Service Referals
1. Select the Youth name in the list. Fite ' Sta
. . Providst | & Show Active S
2. Select the Add to Waiting List Progan | = | c s e
radio button. _
“Youth Name | Agal Sex Program | Tagatl Score || Start /|| Proj. Start Status F\aasn_l
Select the appropriate Reason -
from the drop-down list: e 1 011772019 Fendng
° Accepted -‘:ulu h A!UDH ( 2“\ Ll_l
. . Name | L5 # | 00003885 " Pending & Add ToWaiting List ¢ Close Service Refenal
e Accepted Pending Screening - W] W] S gpen tetone] | o
Al ted
o MI|IeU F|t - Service Refenal Info iole Eizizupendmg creening
Program I Wilieu Fit
. Suspended
o Suspended is for use only by ErteredDate [ O1/11/2018  Projectsd Stan
the referring agency - Serice RefenalWorker @
" Name | Phane | |
3. Enter any additional Notes i [ (53 sy || Conen
(include date and name of
author).

e Accepted — Provider has accepted youth and will place youth on list
4. Click Apply to save the entry. for upcoming available openings in the program. (Youth should be
prioritized based upon referral date.)

An automatic e-mail notification
indicating the status change is
sent to the JPPO or referring case
manager.

e Accepted Pending Screening — Provider has accepted youth
contingent upon screening. (Screening should be scheduled to
complete the acceptance or rejection of referral.)

e Milieu Fit — Provider has accepted youth, but current milieu is not
appropriate. (Placement on hold until milieu fit available.)

JPAS — Juvenile Provider Access System 13




JJIS — A Shared Information System

Reject Service Referral

In the Service Referrals tab,

1. Select the Youth name in the list. il Search Page: Service Ref ==
. _Aclive Caseloag I Service Referrals
2. Select the Close Service Fites ‘ Stas
Referral radio button. Frovide [ | # Showeoive | seuch_|
. Program | ~| | Showal Clear
Select Rejected from the Reason
d rop-down ”St ‘fnuth Mame Agal Sex Program ‘ Targat‘ Score || Start /|| Proj. Start Status F\aaan
I
Opened in Error and Placed — — —
Elsewhere are to be used only by JJ
. 4 | C
the referrlng agency. ot octon @
Select a RejeCtlon ReaSOﬂ(S) MName | JIG # | 00003885 " Pending ¢ Add Toating List % Close Service Refenal
Age Sex ﬁ Open Motebook | | Reason

from the list. A check appears to
the left of each selection.

Service Refenal Info

Opened in Error E3!

Placed Elsewhere

Motes

Pragram |

Rejected

3. Enter any addltlonal Notes Entered Date 01/11/2019 Projected Start @
(include date and name of SE”‘““T'E"&'W"‘E' | |
Name Phone
author) Ernail ’— ( 5 ! Apply Cance

4. Click Apply to save the entry.

An automatic e-mail notification
indicating the status change is
sent to the JPPO or referring case
manager.

Rejection Reasons

If the referral is rejected, select a Rejection Reason(s)
from the list of reasons that opens:

Actively Suicidal / Self-Harm
Age Fit

Animal Abuse

Assaultive / Aggressive
Can't Go to Public School
Chronic Runaways
Co-Defendant / Victim in Program
Cognitive Deficits

Danger to Self / Others

Fire Setting

Gang Mix

Gender

Hasn't Completed School
No Current Proctor Home Available
Psychiatric Disorder
Psychosis

Require Detox

Security Alert Issue

Severe Depression

Sex Offense

SUD Primary Diagnosis
Untreated Fire Setting
Untreated Sex Offense

mmﬂj\ff}\‘/\nﬂmw s

NOTE: At least one rejection reason is required, but multiple reasons may be selected.

JPAS — Juvenile Provider Access System

N
 Pending ¢ Add To'waiting List@a S@
k Reazon | Rejected l 2 l- j
Rejection Reazons Motes
~ Actively Suicidal / Self-Ha « J
{ Age Fit @
(2 ] Animal Abuse
Assaultive / Aggressive
rd Can't Go to Public Schoo
Chronic Runaways J
‘1 ™n Ninfandant [ irdina in hd
<3 il—l > & Apply | Cance| ‘
Error @
e At least one Rejection Reason is required.
14




JJIS — A Shared Information System

Navigate Youth Information

Providers can view information for youth the provider
has received a referral for and for youth who are
currently in a program offered by the provider. Fie Edit Took Youth Provider window Hel

v slalel EI(E

—
-
=
ot

Cuzt,

e Select a youth from either the Active Caseload or
Service Referrals screen.

e Click the Open Notebook button on the screen or
select the Youth Notebook button in the JPAS
Toolbar.

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

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

&% 1JIS #: 00003885 Youth: Youth, Field Jurisdiction: Marion Page: Youth Infa.
Flacement Lﬂsfsrra\s&Fluceedlngs I Favorites ‘ | IDUH’I
“outh Info.
Basic nformation Address | lr.@" Notebook
Business o oass & Home  Mailing Overview
Last Mame | Youth Action & Add Fix € Same as Youth " Enpire Risk Owervien) @ Casze Plan
FistName [ Field tne1 | Aletts
Middie Nome | Suff | Liez | ro— @ Dacuments
Date ol Bith [ sge | City st [ar 2o 5| Locations Imported Documents - Search
Sex [ Adopted County Country | United States
- | il o ‘ J | J Decision Pts fzzezzments
\lF’rimarv ”TVL]E HNumher J Referals E .
Deceased ™ Dae I~ | | Cuztody Epigodes
Workers Cusk,
Whereabouts | J J .
i i Persans Ihicidents
Relationship | Youth J Lives With i
BithPlace | = | ] {10 Humbes Location Comrnents
ARA Names AKA DOBs : 9
Fiace | [ [ree__ [iastiiame [Firstr -] [_[[axaDoB || o= Attendance Tracking Search
Etfriciy [ =1 ([ [ [ [ oyt Pasitive outh Engagement Tracking
On File Phys. Desc,
[T Finger Prints ™ Photograph [~ DA Sample 3 5 J IE;& Condition Mateboak,
Languages e School Info i
\lF’rimarv H Languange ||\ntemreter ”J a| | Pop. Groups i1
nnt Face Sheet...
™ I~ | - ,
Dizplay Phato
B Lo | e |
H JJIS #: 00003885 Youth: Youth, Field Jurisdiction: Marion Page: Program Hist.
Prior Treatment :
eferals & Proceedings LF&VDHIES I
e Select the Placement tab on the ¢ Detal & Sunmay  ProgamType | Al E P
top_ [# | source | Provider [[Proaram [Froaram Type [[Start End [status = cy. Plemt
1 | Senice Meadovelark Manar Meadovlark Manar Skill Developm( 07/0142011 | 07/02/2011 | Incomplet It
S I t th P H- t t b (Prngram Hist
elect the Program History ta
. e rerena
on the right. —
4 L,J
* Mumber of Programs Merged | | |
JPAS — Juvenile Provider Access System 15




JJIS — A Shared Information System

Navigate Youth Information

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

&% 1JIS #: D0003BBS Youth: Youth, Field Plans
“Youth Plan Services
Expand o o o i s |
v Active View Transition Yiew All Tugms | Al ﬂ Search J
collapse || Phases -] .
i Intake (iforker OYA - Q&) Time Period | j Date | to |
Activation +§i OYA Youth Case Plan (Warker OYA -
Start ‘ End | Type ‘ Lacation J
- o201 Shelter Care Jerry Multi Unit ProvidetiJerry
07/1/2011 | 07/0242011 | Residential Meadowlark ManoriMeadowl:

Conditions

0

Documents

T

Ralt!

a8 so)

Location Movements

e Select the Placement tab on the
top and the Locations tab on
the right — then click the
Movements button on the
screen.

LIS #: 00003885 Youth: Youth, Field Jurisdiction: Baker, Page: Locations
Baslcd Placement $Feferals & Proceedings lFaVUII[ES J

Type Location Start Date/Time |

Start Reason | Closed Date/Time

“outh Correctior| MacLaren YCF OB/30/2010 8:00 Aht O Court Order

D ESI'nat'wﬁcahUns ) |

Cty. Plomt

Interstate

Program Hist.

Serv. Refenal

Services

LIJ
( Mﬂvementg

Population Groups

e Select the Basic tab on the top.

e Select the Pop Groups tab on
the right.

NOTE: Uncheck the Show Only
Open Population Groups to see a
history of population groups the
youth has been assigned to in the
past.

&% JJIS #: 00003634 Youth: Decker, William

Jurisdiction: Clatsop Page: Pop. Groups

acement l Retenals & Proceedings l Favarites J

“Youth Papulation Groups ¥ Show Only Open Population Graups
“outh Info.
Category Subcategory Start Date | End Date Motes J
Doc 2nd look notice sent| 121172007 Alerts
JCP Risk Level Low 1275007 Eligibilty
Events
10 Mumhbers
CiYA Status
Overview
Persons
Fh
< r
Pop. Groups
4 4 R Overvie
Population Group Infarmation
School [nfo
Category | J
Wwiorkers
Sub Category | J
Start Date End Date
bddedBy | \
Notes ‘ J

JPAS — Juvenile Provider Access System
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hared Informatio

Navigate Youth Information

Referrals
e Select the Referrals &

&% JJIS #: 00003560 Youth: Duick, Joseph Daniel Jurisdiction: Deschutes Page: Referrals

|
. Display
Proceedings tab on the top. £ Fotenss )
Ref#/ [|Warker ! Office / Received DaIEICDunhfF!ef#| | ‘ D—
Alleg # || Status Date | Status Allegation Finding Petition# || Disposition (Orderec
03 Eghert, South Valley Parole/Pr| 11/02/2004 ki) ‘wiarrants
Select the Referrals tab on the :
rlght 017182005 Tha Assaul- found £ 9997 Comrnitto OYA-YCF
" 3 01/15i2005 | Final Criminal Trespass-1 Juris. found t| 3897 Committo OYA-YCF
° SeIeCt a Referral n the table IISt 02 Andersaon, Tir| Central Support- OYA [ 06172002
and click View to open it for 1 081152002 | Final DUl Juris. found | 1234 Probation D850
. 2 08152002 | Final Fail Perform Duties Driver/P | Juris. found £ 1234 Probation 0815720
review. 5 0eAS002 | Final Endanger Welfare of Minorh| Juris. found £ 1234 Frobation 08/ 5/20
B 08152002 | Final Endanger Welfare of Minorh| Juris. found £ 1234 Probation 0815520
7 08152002 | Final Unauth Use Yehicle Juris. found b 1234 Probation 081 5i2(
o1 Anderson, Tir| Central Support- OYA | 09/20/2001 5646
NOTE Select Referrals and 1 05/2002001 Original - Police Repol| Criminal Trespass-2
. . . 2 05202001 | Original- Police Repo| Poss Firearmiveapon Publ
A”egat|0n HIStory from the D|5p|ay 4 052002001 Original - Police Repol| Criminal Trespass-2
drop-down list to show the history of
the referrals.
4 »
Wiew

&% JJIS #: 00003885 Youth: Youth, Field Jurisdiction: Marion Page: Schaol Info

School History

Placement lF\szrlals & Proceedings lFavUnIes I

o SeleCt the BaSiC tab On the tOp. Engaged in SchoolMwfork ©© Ves & No | Cunent School Status |Enro|led IER |

Reported Date

J | “routh Info.
‘erified By | Worker OYA - QA Sec G High School Graduation D ate Current Grade Alerts
[ LBk [ [ ibil
Select the School Info tab on Dale 077072011 History D el Completed Eligibity
. Credit Events
the right. redls Rk
School History & Show Active Shaw Al 1D Numbers
School Harme | Fpt Start Date || Status |End Reason [RotEnd Date] =1 [ ova Status
CALAPDOIA MIDDLE SCHOOL 08/27/2010 | Enrolled

NOTE: Select the Show All radio 2
button to see a history of schools the e

youth has attended or been enrolled A e o
at in the past.

School Detail
Type | J City | J Lewvel | J
School | J Phane |
Address | Contact |
|

Rpt End Date End Reason

Ript Start Date

Motes

=l
=

Incidents JJIS #: 00003885 Youth: Youth, Field Incidents List
Incident Filter
e Select Incidents from the Youth & Al Incidents ® By et
menu on the J PAS t00|ba r. “Protected  ** Protected & Restricted
Mumber || Status Type Incident Date || Incident Time || Location Problems B
. ) * | 16502 | Pending | Field vIR OTZEE0T1 | 1000 am | Weadowlark Manor Significant Event
e Justice Information System (JPAS) | 16234 | Pending | Field ViR 0272011 | 200 am Meadowlark Manor
. p - * | 16233 | Pending | Field vIR 02720 | 100 am Meadowlark Manar
Eile Edit Tools | Youth Provider Mindow Help +| 18123 | Pending | Field IR 020022011 | 10:00am | Home
@ \/D é ﬁ Notebook **| 16122 Pending | Field VIR 02/02/2011 | 10:00 am Home Sexual Behaviar
"faatth * | 18810 Pending | Facility YIR TME2010 2:00 am Hillerest YCF, Campus Servic
= | 15811 Pending | Facility ¥IR 11ME0T0 | 200 am Hillcrest ¥CF, Carmpus Seric
@ Caze Plan * (158185 Pending | Field ¥IR 05/26i2010 10:00 am Home Significant Event
= | 18066 | Pending | Fiald YIR 0511102010 | 3:00 pm Jail Property Darmage; Sexual Beha
'@ Documents *| 14008 | Pending | Field YIR 04/28/2010 | 4:00am Jail Significant La Wiolation
Assessments = | 18184 | Pending | Fiald YIR 04262010 | 1:00am Jail
* | 14767 | Pending | Field YIR 047102010 | 300 am Jail
= 14170 | Pending | Fiald YIR 03102070 | 1200pm | Jail
* | 13453 | Pending | Field vIR 070G | 700 am Jail Property Darmage; Significant By
= | 12701 Pending | Field IR 03302008 | 7:30am Jail
= | 10741 Complete] Field VIR 08052008 | S:00 am Cormrmunity Corections Cortraband
. = | 14807 | Pending | Info OniyYIR 08/042008 strest Assault Touth Misconduct
Attendance Tracking Search
d + | 15208 | Pending | Info Only IR 0411502008 Certral Park Sexual Behavior
E‘? Condition Motebook
ﬁ Pritit Face Shest.. il ‘ LIJ
Dizplay Photo | | ‘ Total | 18

JPAS
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Contact Conditions

e Select the Basic tab on the top.

Select the Persons tab on the
right of the screen.

Select a person in the list and
click Contact Conditions.

g Basic D:emenl Lﬂeferra\s&F‘loceedings lFavoHles I
Status

n: Baker, Page: Persons

4

Address
i (-] & Active £ Inactive oAl # Frimary [l Touth Info.
Persons
Rule [ Mame | Rejationshin | Primary Phone Addr, Entry Dt | Address
ouh Youtn, Field Yot Flis
Family Memk| Miller, Steve [Wictim] Eligibility
Codefendant] Smith, Joe 3
wents
1D Numbers
O''é Status
Overview
Phys. Desc.
Pop. Groups

Risk Dverview

School Info

Trust

“wiorkers

Wictims

Contact Conditions

Case Plan

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

£ Juvenile Justice Information System (JPAS)

Fil=  Edi

Tools | Youth Provider Window Help

é B Notebook
outh

k» Case Flan
s

Agsessments
E Custody Episodes
Cusk,

Incidents

Location Comments
Attendance Tracking Search

E‘? Condition Motebook,

ﬁ Frint Face Sheet...
Dizplay Photo

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

Expand

Collapse

Activation

Conditions

Semjoes

Documents

_Emand |
_catase |
_cution |
[Ceae
[
| Eswtas|
_ senioss |
[EE
ssessmants
zooumens |
s 2]

File Edit Taools Youth Provider ‘Window Help

eI ()2
JJIS #: 00003560

Youth: Quick, Ji

Youth Plan

oseph Daniel

F;Actwe.\;\é;\é " TransiionView &l ‘

# Phases
i éi Intake Youth History and Backgroun
+éi OYAYouth Case Plan (Worker YA

Plans

Expand

ZE
]
Conditions
Senioes
[EEE

Assessments
Documents

[ =]

JJI5 #: 00003560

Callapse
Actiyation

“auth Plan

& ActiveView  C TiansitionView € Al |

Intake Youth History and Backgroun
Youth Histor: Joseph has gradu

% Education Histony: Joe has beer
T Victim Infarmation:

& Present Situation: atternpting to
+ & Recommendations: Joe should
E éi QYA Youth Case Plan (iorker OYA

Youth: Quick, Joseph Daniel

Joseph comes from a single-parent home. His mother and f.

Plans

 Add New " Update " Copy&New %

Joseph comes fram a single-parent hame. His mother and fatherwere - |
never married and the father [eft when Joe was 2 years old. Joe's mom

has worked 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 longest of these was 1 year,

Joe's mom was diagnosed with clinical depression and is not on
medication. Joe says that she often stays in bed all day and doesn't fix

his meals or talk to him for days

Mote Date | D2/01/2006  Time

Authar

Office | Central Suppart- OYA =]
Authar | ‘Worker OYA- G4, Sec Coord m. {Infarmation Systemns) J
Tupe of Note

Lo ||| coe |

JPAS

uvenile Provider Access System
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JJIS — A Shared Information System

Navigate Youth Information

Conditions

° Se|ect Condition Notebook from Juvenile Justice Information System (JPAS) User: Workplace:
the Youth menu or from the File Edt Took Youth Provider Window Help
Condition Notebook icon on the

JPAS Toolbar. JJIS #: 00003BB5 Youth: Youth, Field Condition Maintenance
Fiter | Fees and Fines <] & Opent Ciossdc™ a1 PSS, [Al =] \ ,Eiqqlgb_| Clear |
&% Juvenile Justice Information System [JPAS) Description Owing lamount [ /completed | Decision Point | Petition [ stat ~ ]

File Edit Tools | Youth Provider Window Help

@| % & Y@n Motebook,

- o
@ Casze Flan 4 M Q

@ Documents Tatal Amount | Uit | J Total Completed
Assesements Ordered Date | Due Date | Appraval | J
. Close Status | J Close Date
Et. Custody Episodes Decizion Paint | J
Incidents ™ Cout Ordered
Location Comments Motes ¥ Program Preference ¢ Displap for Office
i =1 5]
J Program Mame Start Date ‘ Closed Date | Completion Status J
Action Steps
Display Phaoto H
L . =
NOTE: Condition information is also | S —'J
accessible through the Case Plan — e | |
Conditions button on the left side of
the Case Plan screen.
Assessments
e Select Assessments from the ¥ 1JIS #: 0D0038B5  Youth: Youth, Field  Assessments (=19
Available Assessments 7 Protected * Protected & Restricted)
Youth menu on the JPAS Otfice | =] Cotemy [ a1 =] Type [vourn ] [ zemsh Reset
toolbar. it ishilly [ Cracted By [ccated Activated | Cate ]

&% Juvenile Justice Information System (JPAS)

File Edt Tools |‘Youth Provider ‘Window Help

@ @C’ é an Maoteboak
B v o

@ Case Plan
A1 Doy |
Saved Assessments [* Protected ™ Protected & Restricted)
& Show Al Show Only Selected

Incidents

Location Comments
Attendance Tracking Search
E‘? Condition Motebook,
ﬁ Frint Face Sheet...

Dizplay Phata I
OpenDoc | Print Doc Secuity Access Graph Compare. ‘ View |

NOTE: Assessment information is
also accessible through the Case
Plan — Assessments button on the
left side of the Case Plan screen.
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JJIS — A Shared Information System

Navigate Youth Information

Print Face Sheet

° C“Ck the Print Face Sheet icon Juvenile Justice Information System (JPAS) User: Workplace:
on the JPAS T00|bar; or :Ewle Edit Took Youth r é_\fmduwés\p

e Select Print Face Sheet from

" . . . Case Stams: Open
file Edit Tools | Youth Provider Mindow Help Primary Worker: Worker OYA - DEV, FPO County of Jurisdiction: Marion

1] Opened: 08/052008 Closed:
'@| J < ?ﬁn Matehaook

Youth Information
@ Caze Flan Name: Field Youth

AKA:
@ Documents Sex: DOB: Age:

Aggesements Birthplace:

 Custody Episodes i{i?]lj:sgsi‘dd].m:

Incidents Fhones: .
. Height: Weight: Eyes: Hair:
Locatioh Commetts Race: Ethmicity:
Attendance Tracking Search Identifying Marks:

- Primary Language: Interpreter Needed: No

Schoal: CATAPOOIA MIDDLE SCHOOL
School Stams: Enroled School Grade:

the Youth menu on the JPAS
toolbar. IJIS # 00003885  Youth: Youth, Field
- Printed: Angust 2, 2011
&% Juvenile Justice Information System (JPAS) Field Youth's Facesheet

Identifving Numbers

Identification Type Number County
DS Prime Numiber AZI734A a
. . DHS Case Number AZI2345A
The Face Sheet is sent directly to
y .
the user’s printer. Family Information
Name / Relationship / Primary Phone /
Address / Home Phone / ‘Work Phone /
Mailing Address/ Age/ Cell Phone /
Deceased Birthdate Language
Referral History
Worker / Office / Received Date / Agency - Report I
Seq# Status Date / Status / Allegation / Disposition
Occurred Date Petition # ORS 2
01 Worker OYA - Central Support - OYA (06012010
QA Sec Coordm. 12345
1 06/01/2010 Oniginal - Police Assault-2
Report
06012010 163175

m

Display Photo

= youth.jpg - Windows Photo Viewer

e Select Display Photo from the : : :
Youth menu on the JPAS File: - Print ™ E-mail Burn ¥ Open ™
toolbar.

ile Justice Information System (JPAS)

File Edit Tools | Youth Provider Window Help

C@| @ é Y@n Notebook,

@ Caze Plan
'@ Documents

Agzegzments
E Custody Epizodes
Cusk,

Incidents

Location Comments
Attendance Tracking Search

E‘? Condition Motebook
Fri
Dizplay Phato
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JJIS — A Shared Information System

Navigate Youth Information

Documents

Juwenile Justice Information System (JPAS) User: Workplace:
e Select Documents from the Fle Edit ook Youh Provider Window Help

Youth menu or the Documents ] v slagle & w| v

icon on the JPAS toolbar.

&% Juvenile Justice Information System (JPAS)

File Edt Tools |‘Youth Provider ‘Window Help

Azsessments

Custody E pisodes
Cusk.
Incidents
Location Comments
Attendance Tracking Search
E‘? Condition Motebook

ﬁ Frint Face Sheet...
Dizplay Photo

NOTE: Documents are also
accessible through the Case Plan —
Documents button on the left side
of the Case Plan screen.

Imported Documents
° Select |mp°rted Documents- JIS # 00002843 - Bessy, Benson Imported Youth Document - Search =N = '

- Search Filter
Search from the Youth menu. Cazcons [ A ] ouemenae semen [ s [50 [
Subcategory I All ;I Keywurdsl

Youth Reset |

* Protected

B Matebook Docurent Date || Dosurment Mare Categor Subrategon Keywords |
D * 012712015 Formda Youth Identification Tribal Identification

@ Caze Plan

E Cugtody Episodes
Cusk.

Incidents

Lozation Comments

Altendance Tracking Search

Positive 'outh Engagement Tracking #

E‘g Candition Maotebook al | LI_I
ﬁ Print Face Sheet... Open Document Security 4ccess

Dizplay Phata
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JJIS — A Shared Information System
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JJIS — A Shared Information System

Imported Documents Access for Providers

The JJIS Imported Documents feature is intended to streamline the transfer of information between JJIS
stakeholders, and facilitate appropriate sharing of specific documents by reducing the need to email, fax, or mail
documents between JJIS partners (juvenile departments, detention, OYA, and OYA contracted residential
providers). However, JJIS is not a complete electronic case file and does not replace the local hard file or any local
electronic document management system.

Three JJIS security roles grant users the ability to View Imported Documents based on a high (Role 81), medium
(Role 108), or low (Role 93) security classification.

Security Level Category Subcategory (optional) Document Examples
HIGH Medical Immunization Record
Insurance/BRS Authorization

Role 81 Firesetter

. . Mental Health............................ Psychiatric Assessment
Vnevg High, Psychological
Medium, & Assessments mg S ttonder Psycho Sexual Assessment
Low / Evaluations

Sexual Safety Education
Substance Use

Other

Firesetter

Mental Health

Progress Psychological

Reports Sex Offender
Substance Use

Other

MEDIUM Accountability
Department of Corrections
Role 108 Education/Vocational

Provider Master Service Plan; Provider

View General Case Plan..................... 90-day Review

Medium &  Case
Low Management

Incident Reports
Informal Agreement/FAA
Interstate Compact
Reformation Plan

Skill Development

Title IV-E

LOW Police Report —

Conditional Release Conditions
Role 93 MOtiONS..........cveveererereee. Affidavit, Probable Cause
Orders

Petitions

Probation Conditions
Second Look Documents
Parole Agreement

Birth Certificate

Tribal Identification
Other Identifications

View Court
Low Document

Youth
Identification
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JJIS — A Shared Information System

Search for an Imported Document

For a selected youth,
1. Open the Youth menu.

2. Select Imported Documents —
Search from the Youth menu.

3. Select Search.

4. In the Search screen, scroll
through the list of documents; or
change the default All search
filters at the top of the page to
display only documents that meet
selected criteria:

e Category

e Subcategory

¢ Document Date (range)
o Keywords

NOTE: Keywords must be an exact
match — not a partial word. For
example, searching for “report” will
not return documents with keywords
of “reports”.

5. Click Search.

Documents that match the search
criteria display in the list.

6. In the list of documents, select the
document you wish to open.

7. Click Open Document.

NOTE: If the user does not have
appropriate security to view the
document (based on document
category), an error message appears.
Click OK to close the message. The
user cannot proceed.

8. If the user does have appropriate
security, a Protected Information
screen appears. An Access Note
can be entered, explaining why
the document was accessed
(optional, but recommended).

9. Click Yes to proceed with opening
the document.

The document opens in Adobe
Acrobat Reader.

Juvenile Justice Information System (JPAS) User: provider5, |
File Edt Tools(" Youth YProvider ‘window Help

@ ';'B/C’ ¢ T Natebook
@ Caze Plan
@ Documents

mported Documents - Search
&5

S: Custody E pisodes

Incidents

Location Comments

Attendance Tracking Search

Pasitive Youth Engagement Tracking #
E‘F Condition Motebook

& Frint Face Sheet...
Display Phato

JJIS # 00003885 - Youth, Field
Search Filter

Imported Youth Document - Search

== o =

Document Date: Between c' and | 10H7/2014 5 g

Categoy | Al -]
Search
Subcategory | Al ~]  Kepwords Fe
Fiesst
- [ |
Dacument Date || Document Mame | Categary | Subcategony | Fepwords J
* | 06/15/2014 Field Youth Police Report Police Report
[ 115 # 00003885 - Vouth, Field Imported Youth Document - Search = E ]
Search Fiter ﬂ
Categoy | Al | DocumentDate: Between | 05/20/2014 | and [ 1011712014
Search
Subcategory | All ﬂ Keywords ’_a
Beset
P [ e |
\ Document Date || Document Name LCategary Subcategory Kewwords J
*  06/15/2014 Field Youth Police Report 6 Police Report
! ;H
Open Document Security Access
[ ]
B Error [ &3]

0 You do not have security to open the selected document.

Protected Information Access

@ REMINDER: You are requesting access to information that has been protected.

Do you wish to continue?

Access Note

==l

8

[ Do not prompt me on protected access again during this session

=
=
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JPAS Navigation Tips & Keyboard Shortcuts

e To see more of the contents in a data

[ Progress Notes for JJIS #: 00003573 Youth: Howard, Don
table, use the vertical and horizontal scroll T T T P esecan e LRSI T [ Hencon B [ T
ba rs 02/09/2011 955 am Substance Use wouth completed all assignmel| 02/08/2011 9:55 am Hanson, Brett 02/08/2011 1
. 1
I
e To size a column, point the mouse cursor i
to the column edge. Hold down the mouse A
button — when it becomes a double-arrow, J L ——
drag the column edge to the desired size add
H Note Datails
(Wlder Or narrower)' Note Date | 07729i2011 Time | 4:05 pm Entered Date | TIZ2011 4:09 PM Reviewed Date
. . amain - nteres ansan, Bref Eviete
*  Click a column title to change the orderof | ™ ! L o L -
the data from ascending to descending 5|
and vice versa. The column title used to
sort the table will display a triangle (Aor
V) indicating whether the sort order is o
ascending or descending. | |
Columns can be re-ordered by selecting the A [ponan e g vt pae Entoedy -
column title and dragging it to a different L ]
osition St Click and drag; then drop
p ' te 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 @;
The shortcut

Cut Text Ctrl-X keys and icon &

buttons are also

Copy Text Ctrl-C used in the JJIS
“‘Document
Workbench”

Paste Text Ctrl-v word processor E

add-on.

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

Specific Menu and Button Commands e.g. Alt-0
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JJIS — A Shared Information System

Window Commands & Controls

Window Commands

e Close All closes all open windows ,
windom

e Close All and Exit  closes all open windows and exits Cloze Al
¢ Refresh All updates windows (screens) with new information Close All and Bt

entered since database first opened. Rietresh Al

o ] Callapse Al

e Collapse All minimizes all windows to the computer screen task bar Riestore Al
¢ Restore All maximizes all minimized windows Al Windaws v
o All Windows displays a list of open windows for the user to bring in

front of the other windows

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 pointerlb 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 <==>, 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 k |Z||E|[g|
Active Caseload l Service Referals

Filters

Provider | Jerry Multi Unit Pravider
Frogram | All ﬂ LClear

“outh M ame A IS # | Age | Sex | Program Start Primary ' ork er | Plil‘ﬂEJ

d f
ﬂ DOpen Motebook

JPAS — Juvenile Provider Access System 26




JJIS — A Shared Information System

View and Filter Active Caseload List

Open and log in to JPAS.

1. Click the Search icon on the
JPAS toolbar to open the Active
Caseload list.

2. By default, the Program list filter
defaults to All programs operated
by the Provider.

Leave the default selection as All
or select a Program from the
drop-down list to see only the
youth in that program.

3. Click Search.

The list displays the youth
currently in the selected program.

The list includes the following columns
of information:

¢ Youth Name

o JUISH

o Age

o Sex

e Program

o Start [Date]

e Primary Worker

o Primary Worker Phone

o Primary Worker Email

o OYA Commitment Expiration
e BRS Authorization

e Current Sex Offender Registration

Use the horizontal scroll bar at the
bottom of the screen to scroll right
and display columns that extend past
the initial screen.

NOTE: If the Active Caseload screen
is left open throughout the day (or
ovemight), it is very important to
refresh it periodically to ensure that
recent entries are displayed. Simply
close the screen and re-open to
refresh the display.

It is recommended that users log off
JPAS at the end of the workday for
security purposes and to ensure
software updates are downloaded.

JPAS — Juvenile Provider Access System

Juvenile Justice Information System (JPAS) User: provider5, provider5 Workplace: Morrison Center Child and Family Services o || = || &
iz 1 Tools Youth Provider “Window  Help
U slalel £ El@|sErRse @] x|
[ Search_Page: Active Caseload [E=5 a8 =)
Active Caseload [#ervice Refenals J
Mers
Provider ‘ 3 l@"
—
| Program ‘ Al j ' 2 | Clear
‘outh Name SIS # age [|5ex (| Program Start Primary \arker [[Primz =1
il LH
ﬁ Open MNotebook Piogress Notes
Search Page: Active Caseload EI@
Active Caseload | Service Referrals
Filters
Provider ‘ g
Program ‘ I j Clear
outh Mame JJIS # Age || Sex Program Start Primar warker F‘limaJ
C oC 1 03119r (507
C oC 1 02/25/ 'ph (507
C oC 1 09/02/ ue (54
J oC 1 06/28! 1 (507
L ocC 1 1110/ :ph (802
C oC 1 031171 1 (54
F oC 1 057241 1 (507
£ oC 1 1101 doun a7
£ oC 1 10/05! (507
£ oC 1T 05/031 (507
£ oC 1 121081 (54
v oC 1 10/04/ (54
v ocC 1 08127/ (802
v oC 1 [ o7 a7
dl ;I_‘
ﬁ Open Motebook Frogress Motes
Search Page: Active Caseload E@
Active Caseload | Service Referrals
Filters
Pravider ‘
Program ‘ d Clear
Start Primary " arker ‘ Primary \Warker Phane Primary "warker Email O Commitment
ot o .
e e N N I ) S| |
Kl -y ¥ §F ¥ ¥ * |
ﬁ Open Motebook FProgress Notes
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