
Jail Placement for Youth 
with Adult Charges

For youth who are arrested for Adult Charges while on Juvenile 
Supervision

(Not youth who are Direct Filed)



First, go to Intake Web in 

JJIS.
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Next step, select Intake Processing and complete a youth 

search for your youth through Intake Web in JJIS.
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After you select your youth and they 

are active in Intake Processing, 

Click on Add New Referral.
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You will now proceed to complete the 

Registration Wizard. 

The Admit Date and Admit Time will be the date when the 

youth was placed into Adult Jail; If exact time is unknown, use 

8:00am.

The Admit Reason will be “Court Order”.
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Continue through the 

Registration Wizard 

completing and 

updating steps 2 and 3.

When you reach step 

4, change the youth’s 

school to Adult Jail and 

click next.

Then continue to 

update step 5 if needed 

and proceed on to step 

6.
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Origin of Referral will be Court.

Select the Circuit and Unit 

Assigned.

Click “Next” to proceed to step 7.

There is no need to complete the Law 

Enforcement section.  After assigning referral to 

Circuit/Unit- scroll to bottom and select NEXT
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Click Add New Charge.

Click the ellipses button to select the 

Statute Number.

Search “99999”. 

Select the “Other Court Order-Adult 

Charges” 9999.19 charge.
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continued

Enter in the Adult Court Docket Number 

if known. If not known enter “JAIL”

Enter in the Offense Date.

Select No for each of the remaining 

questions.

Click on the Save button.

Click on the Next button.

Only one count/case is needed; do not enter multiple counts and/or multiple 

cases
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Click on the Completed Button.

Click OK to complete the 

Registration Process.
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Go to Disposition and click on Add 

Dispo.

Enter ~

Disposition Type:  ADULT JAIL

Disposition Date: date youth went to 

Adult Jail. 

Adjudication: No

County: your County

Select NO for Attorney Involvement.

Click the Next >>/Save Button

JPOS/SJPO should assign referral.
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Click the Youth Placement – Probation button.
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In Youth Placement – Probation, click 

on the 

New button.

ADMIT INFORMATION

Select:

Sub-Component = Intervention - County Jail

Referral = Adult Charges (99999.19) Referral #

Circuit = Circuit of Jail Youth is Currently Held In

Custody Unit = Adult Jail

Admit Reason = Court Order

Admit Date and Time = Date and Time of Jail Placement

Click on the Save button.
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Facesheet 
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Once the youth is released from Adult 

Jail, update placement and close 

99999.19 referral. 

Under Modules, go to 

Referral and then select 

Close Charges.
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Check the “Other Court 

Order – Adult Charges –

Other Court Order –

Adult Charges” box and 

then click on the “Close 

Charges” button.

A Warning will show up that the youth 

has open Placements. Click on the 

blue link with the referral number to 

close out the Placements.
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The youth will need to be released from 

both the Intake and County Jail 

placements.

Click on the Select to 

Release link next to the 

County Jail Placement.
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Select “Court Order” as 

your Release Reason and 

enter the date the youth 

was released from Jail. 

Then click the “Save” 

button.
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Click on the Select to 

Release link next to the 

Intake Placement.
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Select “Non-judicial 

handling” as your Release 

Reason and enter the date 

the youth was released 

from Jail. Then click the 

“Save” button.

After you click the “Save” 

button. You will need to 

click on the “Close” button 

to be directed back to close 

out the referral.
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Check the “Other Court Order 
– Adult Charges – Other Court 

Order – Adult Charges” box 
and then click on the “Close 

Charges” button for the 
second time.
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After you click the “Close” 

button you will see another 

warning. Make sure you are 

closing the correct referral 

and click on the “Close” 

button for the  third and 

final time to close referral.
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DISCLAIMER

JJIS Access and permissions are not granted based on reading or 
reviewing the materials posted on this website and do not substitute for 
training. 

Please reach out to your local DIO if training and/or access is needed.
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If you have any questions please contact your Local DIO.

Thank You!

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

