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Case Notebook Module  Overview  
The Juvenile Justice Information System (JJIS) Case Notebook Module serves as the sole source 

of documentation for all case management and supervision activities regarding youth in all state-

operated and provider Probation and Community Intervention Programs. Staff are responsible for 

documenting all case activities in the Case Notebook Module, including the detention screening 

process, intake, diversion, supervision, and non-residential facility based services.  

Not all programs are required to use the Case Notebook Module. Access to Case Notebook is 

granted based on the permissions given to a specific user by their local Data Integrity Officer. 

Permissions can include viewing, adding, editing, and approving case notes. The deletion of case 

notes can only be completed by your local DIO. 

When case activity has occurred, a case note must be entered in JJIS within 72 business hours. 

Entries made beyond 72 business hours are considered LATE ENTRIES and must be labeled as 

such in the General Narrative. 

The original writer of the note may edit their own entries within five (5) calendar days. The 

Supervisor or designee must submit a DIO Help Request if edits need to be made after 5 days. If 

case notes need to be deleted, the Supervisor or designee must grant approval and submit a DIO 

Help Request. The Chief or Assistant Chief must submit the request to delete an entry made by a 

Supervisor. 

 

 

Accessing the Case Notebook Module  
There are multiple ways to access the Case Notebook Module from inside of JJIS. Below we will 

show you the various areas where the module is located. 

Some of the options shown are permission based and not all users will be able to access Case 

Notebook from the various areas. Contact your local DIO if you have any questions or concerns 

regarding your specific permissions.  
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Accessing Case Notebook from Intake Web:  

From the JJIS Web Home Page, click on the Intake Web link under Modules. 

 

 

From there you will redirected to the Intake Web Home Page.  Here you can search for the youth 

you want to add/view notebook entries for by clicking on ñYouth Searchò.   
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When conducting a youth search, the easiest and most accurate way to search for a youth is by 

their DJJID #. Use this option whenever possible. Once you have entered your search 

information into the provided field(s), click ñFindò. Once the youth you have searched for 

comes up, click ñSelectò next to their name to proceed.  

 

When a youth is selected from the Youth Search screen, the ñSplash Screenò displays the open 

Critical Alerts and other Special Alerts and Alias information. If the youth has Critical Alerts 

listed, you must click on ñView Allò in order to proceed. 
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The ñView Allò button generates a PDF Report with a list of all the alerts and associated notes. 

Once the pop-appears at the bottom of your screen, click ñOpenò or ñSaveò to view the PDF 

report. 
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Once you have viewed the alerts/notes, you can exit out of Adobe to return to JJIS. It will bring 

you back to the Splash Screen, and from here you can click on ñOkò to proceed. Remember: 

You must click on ñOkò to make the youth ñActiveò in Intake Web. 
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You will now be brought back to the Intake Web Home Page. Notice that the youth previously 

selected is now showing under the Active Youth section. Remember: you must conduct a 

Youth Search first before you will be able to access Case Notebook from inside Intake Web. 

Click on the Case Notebook link to be taken to the Module. 
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If the youth is on your caseload or on the caseload of another worker in your unit, click on 

ñSelect A Caseloadò and choose the name of the JPO. Once JJIS refreshes, a current list of 

youth being supervised will appear under the Youth Listing. Click on the youthôs name to make 

them active.    

 

 

Once the youth is active, directly below their name will be two links. One for the Face Sheet and 

the other for Case Notebook.   
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Click on the Case Notebook link to be taken to the Module.  

 

If the youth is being processed at the JAC or under Intake Processing or On Call Screening, click 

on ñSelect A Programò and choose the appropriate program from the drop-down box. Once 

JJIS refreshes, a current list of youth being processed will appear under the Youth Listing. Click 

on the youthôs name to make them active.    
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Once the youth is active, directly below their name will be two links. One for the Face Sheet and 

the other for Case Notebook.   

 

 

 

Accessing Case Notebook from JJIS Web: 

Another way to access the Case Notebook Module is through JJIS Web. From the JJIS Web 

Home Page, click on the Case Notebook link under Modules. 
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From there, JJIS will direct you to the Youth Search screen. Here you can search for the youth 

you want to add/view notebook entries for. When conducting a youth search, the easiest and 

most accurate way to search for a youth is by their DJJID #. Use this option whenever possible. 

Once you have entered your search information into the provided field(s), click ñFindò. 

 

 

Once the youth you have searched for comes up, click ñSelectò next to their name to proceed to 

the Case Notebook Module. 

 

 

Accessing Case Notebook from the Youth Release Module : 

If you have permissions to the Youth Release Module on JJIS Web, you can also access Case 

Notebook from there. Remember: You must also have permissions to Case Notebook. 

From the JJIS Web Home Page, click on the Youth Release link under Modules. 
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You will be brought to the Youth Release Module where you should now select your program 

from the drop-down box. Remember: Only the programs assigned to you will appear in the 

drop-down box for selection. 

 

Once you have selected your program, click on ñGo" to proceed.  

Once inside the Youth Release Module, you will see a listing of the youth who are currently 

placed in your program.  
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To view the Case Notebook for a youth, click on the icon next to the youthôs name.

 

You will then be brought to the Case Notebook module. 
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Case Notebook Home Page 
 

This module is used to keep a chronological record of the youthôs involvement with the 

Department and staffôs actions. Letôs break down the various sections. 

Youth Information:  

Under the Youth Information section, the youthôs name and DJJID#, and Current Risk to 

Reoffend. It also displays the date, and type of last CPACT/Assessment completed and by 

whom.  

 

If you would like to leave the Case Notebook Module, click on this symbol in the top right-hand 

corner to exit. Be sure to properly exit out of Case Notebook for each active/selected youth prior 

to starting a new Youth Search. 

   

Never ŎƭƛŎƪ ƻƴ ǘƘŜ ά·έ ƭƻŎŀǘŜŘ ƛƴ ǘƘŜ ǘƻǇ ǊƛƎƘǘ ƘŀƴŘ ŎƻǊƴŜǊΗ  

   

 

Links to Other Modules:  

In this section, the user is provided with links to navigate to related modules. These links include 

Youth Requirements, YES Plan, PACT Goals, Face Sheet, Probation Resource Booking, and the 

Human Trafficking Screening Tool. Clicking on any of these links, will take you directly to that 

module to complete the specific task for the youth you have selected.  PACT Goals which are 

now called Change Goals are entered via Youth Requirements, however the PACT Assessment 

can still be accessed from this link. There is also a ñRefreshò button in Case Notebook, which is 

used to determine if the HTST needs to be completed for a youth. Remember: Access to the 

various links mentioned above is granted based on the permissions given to a specific user 

by their local Data Integrity Officer.  
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When using the links in Case Notebook, be sure you DONôT minimize any of the pages and float 

between screens. If you open a link, be sure to close it before continuing in Case Notebook 

Module. You cannot link to other modules within case notebook from a link. Remember: Be 

sure to close out of one module before selecting another module and close out of one youth 

before selecting another youth. 

 

Sections of Case Notebook 
 

In this section, we will review the three sections of case notes and explain what is contained in 

each section. As you can see we have Pending Reviews, In-Progress Reviews, and Completed 

Reviews. Letôs take a closer look at Pending Reviews. 

 

Pending Reviews:  

In this section, this is where you can create a new note as well as find the most recent case notes 

that have been entered for a youth. They are listed in chronological order by the Contact 

Date/Time with the most recent contact at the top of the screen. These notes will remain in this 

section until a 90 Supervisory Review is completed by a Supervisor.  
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From the Case Notebook Home Page, click on the link for ñPending Reviewsò and JJIS will 

open this section. 

 

 

 

Adding a New Case Note: 

When adding a new case note, you need to determine the type of case note you will be adding. If 

your case note involved face-to-face, telephone, email or any other electronic methods that can 

be adequately documented, then this is considered a Contact. Contacts can be made with the 

youth, parents/guardians, or any other collateral source working directly with the youth and their 

families.  

Non-Contact case notes are typically notes that describe actions completed by the writer that 

donôt require an interaction with someone. This is described in more detail below when we 

discuss the Case Management Notes. 

 
































































