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This latest enhancement to JJIS allows users to use Electronic Signatures to 

complete the PDR entirely in JJIS.

Below are the new Check Boxes that will be used to complete the process: 

“Completed” and “Approved”.

Completed – This will prompt for an Electronic Signature on the form. 

Completed should only be selected when the report is ready for Sr. 

JPO/JPOS review. If report is incomplete, then “Save & Exit” should be 

selected.

Approved – This is the Supervisory Review, and it will prompt for an 

Electronic Signature on the form. If form is incomplete and/or needs 

further editing by JPO/Sr. JPO, then approver SHOULD NOT mark 

“Approve”. Instead unmark the “Completed” box so edits can be made. 



JPO - Completed Electronic Signature

 Once “Completed” is selected, a pop-up box will appear which will require your 

Electronic Signature. Type in your JJIS password and click the “Elec.Sign and Save” 

button. 

 This will lock the form for editing and return the user to the New Web Forms Home 

Page. 



JPO – Completed 

(After Electronic Sign and Save)

The form will now show the Electronic Signature, and is ready for Supervisory 

Review/Approval.



JPO - Editing a Completed PDR

 Once you mark the PDR as “Completed” and it has your Electronic Signature, 

you will not be able to go in and edit the form. If you try clicking on “Edit” 

next to the generated form, you will receive the following error message at 

the top of the New Web Forms Home Page. 

 The “Completed” box must be UNMARKED by a Sr. JPO/JPOS for edits to be 

made.



Sr. JPO PDR Completion

 As discussed earlier, the Sr. JPO’s will also have the ability to approve PDR’s. 

Although the option is available, SR. JPO’S SHOULD NEVER APPROVE THEIR 

OWN PDR’S AND SHOULD ALWAYS GET APPROVAL FROM A JPOS OR HIGHER!



Sr. JPO/JPOS PDR Review
 Once the PDR is completed by the JPO, you have the option to review and 

approve or review and UNMARK it as “Completed” so corrections/edits can be 

made by the JPO. 

 To allow the JPO to edit the document, UNMARK the completed button and 

the pop-up below will appear. Click “OK” to proceed with removing the 

electronic signature and allow for edits. Click “Cancel” to return to the form.



Sr. JPO/JPOS - Approved Electronic 

Signature

 Once the Supervisory Review of the PDR is complete, the “Approved” check 

box should be selected. 



Sr. JPO/JPOS - Approved Electronic 

Signature

A pop-up box will appear which will require your Electronic Signature. Type in 

your JJIS password and click the “Elec.Sign and Save” button. This will lock the 

form for editing and return the user to the New Web Forms Home Page. 



Electronic Signature Display on PDR (PDF)

This form will remain locked unless the “Approved” 

check box is removed by a Sr. JPO/JPOS. If unapproved, 

the form will require another “Approved” and Electronic 

Signature to capture/approve edits made to the form.



Sr.JPO/JPOS - Editing Approved PDR’s
Once the form has been approved, if an approver, clicks on “Edit”, the form will display in its 

original format, but all fields will be greyed out (View Only) except the “Approve” button. 

By UNMARKING the approve button, it allows the Sr. JPO/JPOS to make changes to 

the document, but not the JPO. The “Completed” button must also be unmarked 

for the JPO to make any changes as discussed earlier.



Viewing Approved PDR’s (PDF)

 Once the document is completed and approved, the users can click on “View 

Report” to print a PDF copy of the electronically signed document.



If you have any questions, please 

contact your local DIO.

www.djj.state.fl.us/partners/data-integrity-jjis

http://www.djj.state.fl.us/partners/data-integrity-jjis

