Community Assessment
Tool
JJIS Navigation: CAT assessment

1.

To login to JJIS, User will need a username and password. The username, password, and system are
required fields.

2.

Enter username, password, and select JJIS from system drop down box. User will then click Login.
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1.

After login, from the JJIS Web home page, click on the Intake Web module.
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1. Complete a search for the desired youth using DJJ ID number.
2. If you do not have the DJJ number, complete a comprehensive search by 2 characters of the last and first name. Add a
character to each area to search until you find the youth.
3. Move the radio button to last name, first name. Add a character to each area to search until you find the youth.
4. Click “Select” on the correct youth.

5. User may also choose youth from their assigned caseload from the left hand side under youth listing. If youth are
assigned to user they will appear in the listing.
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1. View all open alerts for youth.
2. After review of alerts is completed select “OK” at the bottom.
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1. Ensure that your selected youth is now in the “Active Youth” section in the upper left
corner.
2. Once we have an active youth, you then can begin to do everything you need to do on
that youth’s record.
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1. Hover over the Modules tab and in the drop down the word assessment is listed.

2. “Click on” the word assessment to open up the assessment. Note: You must click on the actual
word not the gray area, if you click the gray area nothing will open.
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1. A pop-up box will appear that says “Select Current Location”.
2. From the drop down, select the location that makes the most sense.
3. Once you have made a selection, click on “Open with Selected Location” .
Note: If you “Continue without a Current Location”, you will not be able to
begin a new assessment.
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1. The main menu is in the upper righthand corner.
2. If this is a new youth, there will be four choices: home, reports, face sheet,
and return to JJIS.
3. Youth with previous PACT information will have historical data, a historical
data option will be present in the main menu.
4. Also, in the main menu box, the word “Switch” appears, clicking this button
will allow you to navigate between the CAT assessment and the RAY assessment
if the youth has been or is in a residential commitment program.
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1. In the center of the home page, is the youth demographic information.
2. Also, listed is the assigned JPO name, email, and phone number.

10

1. The New Assessment box will allow a new assessment to be started.
2. User will click the new assessment button to start the assessment. Note:
This button will not be available if permissions are not assigned by your
DIO.
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1. A select Assessment Type box will appear.
2. There will be three options to choose from: CAT Pre-Screen, CAT Full
Assessment, and Cancel.
3. User will choose which assessment they wish to start or cancel if no
assessment is needed at that time.
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1. In Domain 1, all answers are pre-populated and cannot be
changed in the assessment. These are pre-populated from JJIS. If
JJIS is not accurate the assessment in Domain 1 will not be
accurate.
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1. At the top of Domain 1, there is a box for adding in Adult charges and out of
state charges.
2. To add an adult charge or out of state charge, user will click the “Add
Charge”

3. User will repeat this process if there are multiple charges incurred in the
Adult system or Out of State. Each charge is entered separately.

14

1. Adding an Out of State or Adult Charge, user will type in the name of the charge in the
Charge field.
2. Next, user will choose the State from the drop-down in the State field, if the charge is
an Adult Charge, user will select Adult charge from the drop-down.
3. Next, user will fill in the Offense type, Offense Date, and any notes if applicable.
4. All fields are required with the exception of the Notes field.

5. User will click Save to save the entered information. User may also click cancel if
information was entered in error.
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1. On the left side of a new assessment, the Domains are listed. User is able to
navigate the Domains by clicking on the Domain you want to navigate to.
2. The Domain listed in blue is the current domain, the domains listed in green are
the completed domains, if a domain is shown in red that means that the user
began that domain but missed completing information within that domain, and
the domains in gray have not yet been completed.
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1. If a Domain is listed in red, a pop up box will appear before moving user to
next domain. The pop-up box will let the user know what information was
missed.

2. User will allowed to continue to next domain or stay on page to complete the
missing information.
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1. There are five buttons located at the bottom of each domain: Previous page,
Save page, Save in Progress, Next page, and Complete.

▪ Previous page: This will take user to the previous domain.
▪ Save page: This will save the current page of the assessment.
▪ Save in Progress: This will save the assessment and all information already
entered.
▪ Next page: This will save the current page and move user to next domain.
▪ Complete: This button will enable when all questions (assessment items)
have been answered.
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1. Domain 3 is the first domain that the user is able to enter in information. Information
is fillable by user for Domains 3-12.
2. Some domains will have circles next to the choices and some domains will have
squares. The circles mean only one selection is allowed. The squares mean more than
one selection is allowed.
3. There is also smart logic built into the tool. If the selection chosen doesn’t make sense
with another selection for that question then the other selections will gray out.
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1. At the bottom of each domain, there is a comments box.
2. The comments box will populate into all future assessments. This box is for
any information that may need further explanation to the selections chosen
for that domain.
3. It is important to initial and date your comments.
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1. In each domain there are two types of help. Additional help in yellow and
additional help in blue.
2. The blue additional help link will allow the user to click and view specific
information for that item.
3. The yellow additional help link will allow the user to click and view general
research information for that domain.
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1. Once all domains have been completed (Pre-screen, Domain 11, Full
Assessment, Domain 12) user must click the Save Page button in order for the
Complete button to enable.

2. Once the Save Page button has been clicked the Complete button will turn
blue and the assessment is able to be saved as complete.
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1. Once an assessment has completed. The home screen will list the completed
assessment.

2. The assessment type, status of assessment, version, risk to re-offend, Circuit,
who completed the original assessment, and who modified the assessment.
3. The green box with the pencil will allow a user to edit the assessment.

4. The orange box will allow the user to review this assessment.

23

1. To view reports, user will click on the reports tab and then
click the green box with the bar graph symbol.
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1. All report options are available in the drop-down box. User can select the
report they would like to view by choosing the report and clicking the PDF report
button.
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1.

Once the cannot complete option has been clicked, a selection of five options will appear. One of
those five options can be chosen. Once the option is chosen, user will click save.

2.

If an assessment cannot be completed once it has been started, a user will click on the cannot
complete option that will be available for any pending assessments. Note: When an assessment
is in “Pending” status a new assessment cannot be started until the pending assessment has
been completed; deleted or marked cannot complete.
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1. Once a cannot complete has been entered, a cannot complete will appear
under status with reason for non-completion.
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1. Overview report view. Risk factors are in red and located the left and
Protective factors are in green and located on the right.

2. Percentages are also located in front of each protective factor and next to
each domain name.
3. Risk to re-offend and ACE score is located at the top of the report.
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Questions ????

Contact your local Data Integrity officer (DIO)
http://www.djj.state.fl.us/partners/data-integrity-jjis
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