
OHS WEB FORMS 
 
 

DFMS conversion to JJIS 
JJIS WEB 



PERMISSION LEVELS 
MEDICAL 

• Medical ARNP  
• Medical RN  
• Medical LPN  
• Medical Clerk  
• Regional Nursing 

Consultant  
 

MENTAL HEALTH 
• Clinical Staff MH  
• Clinical Staff SA  
• Clinical Staff MH/SA  
• Licensed MH  
• Licensed SA/Certified 

Prof.  
• Licensed MH/SA  
• Treatment Team Member 
 



NOTES 

• All fields with Red “*” are mandatory 
• Text boxes have a minimum of 15 

characters, maximum varies. 
• Even if answer is NO, a narrative is 

required, even if it’s  “Not Applicable” 
• Most text boxes have spell check   
• To enter an Electronic Signature, confirm 

name, username and enter JJIS password 





Login to JJIS 
From JJIS Web Menu, select OHS WEB Forms 
module 



Select program name from the drop 
down. Click on GO. 
-limited based on your permission 
profile 



- All youth with a current location of program will appear on tool bar located on left side 
- Select youth or complete a youth search 
- To remove youth listing tool bar click on “<<“ button 
- To bring back youth listing tool bar click on “>>” button 
- To see menu options hover the Tab desired 
- Once youth desired is selected they will appear as “Active Youth” 
- IMPORTANT –  Check your “Active Youth” listed to ensure correct (the youth you want to work with)  
 
 

Active Youth > 

Hover for 
menu options 

Youth 
Listing 

Youth test 

Youth in 
facility will be 

listed here 



Menu Options for 
Medical Staff 

Youth in 
facility will be 

listed here 



Sick Call Initiation  

 

To submit Sick Call Request 
Select youth from Alpha listing 
Click on Medical Practice – Sick Call Initiation 

Youth in 
facility will be 

listed here 



 

Sick Call Initiation  

Youth Search is available for use if 
the youth is not listed. 

(Always check Detention youth 
listing prior to search) 

Youth in 
facility will be 

listed here 



Sick Call Initiation 
Date and time of Request - this is the date and time youth made the request, not the time request is 
being entered in JJIS, will default to today’s date  
Select  Request type: Medical OR Dental  (Can submit both requests on 1 form)  
If Mental Health Care is selected a mental health referral must also be completed 
Describe Problem This is based from youth’s sick form (or verbal request) and description of 
problem. 300 characters) 
Detention staff observations- Based on what staff has observed as it relates to request 2500 
characters. WILL NOT SHOW ON PRINTED FORM . 
 

Click submit sick call request 
and then “OK”, to confirm 
sick call initiation 

Youth test DOB DJJ ID 



Click “OK” to submit 
“Cancel” returns user to 
sick call page with no 

save/submission 

Youth test 

Facility 
Listing 

of 
youth 

DOB DJJ ID 



When you submit, you should get 
message- “Sick Call Request Submitted 
Successfully for Youth: Doe, John ( 
11111111 ). ” 

As long as this message appears,  Staff will not get any other feedback 
from JJIS about the sick call. 
 Once the sick call is initiated, it will generate an email to nurse, and / 

or JDOS, Superintendent/ Designee. If no nurse, the JDOS will 
follow up to triage youth.  

 If you need to enter a second sick call request,  find youth and 
complete form. 

Youth test 

Youth in 
facility will be 

listed here 

Youth Name/DJJ ID 



SICK CALL REVIEW 

Sick Call Review will list all “open” sick calls  
• You can select the sick call to complete  
• You can view the report [click on the pdf. in report column] 
• There is a drop down box for options to see open, pending, and 

closed calls 
• To see all pending review sick calls select pending in drop down 

and then click select next to youth’s name to complete review.  
OPTIONS  
• Youth Sick Call List  
• All Sick Call List  
• Add New Sick Call 

 

Youth 
Names / 
DJJ IDs 

Youth 
Names / 
DJJ IDs 



1. Sick Call Initiation – allows medical staff to review 
problems & observations submitted [can be edited] 

2. Intervention – show any interventions completed by 
Superintendent or Designee [view only for Medical] 

3. Medical/Clinical Staff – this is where medical staff 
document what was done for this specific sick call 

SICK CALL REVIEW 
Youth test DOB DJJ ID 



Interventions - will show any interventions completed by 
Superintendent or Designee for this youth. For Medical this 
is “view only”. 
 
Report – progression of sick call status.   
<< Sick Call List will return the user back to the pending 
sick call list  

Youth test 
Youth test 

DOB DJJ ID 



Superintendent or Designee 
Staff will review all sick 
calls within 4 hours and 
complete an Intervention(s) 
 
Select “Add Intervention” and 
then complete required fields. 
Any action taken should be 
documented in the 
intervention applied text box. 
Once completed The 
Superintendent or Designee 
will select save and a green 
save message shows. 
If there are additional 
interventions they complete 
the process again. If an 
intervention was completed 
(such as medication given, 
ice, etc) make sure to go 
back and document if the 
intervention was effective.  

SICK CALL INTERVENTIONS 

DOB DJJ ID Youth Name 



Medical/Clinical Staff  

Medical Staff will complete 
all fields listed starting 
from top to bottom. 
All fields with Red “*” are 
mandatory. 
Once completed medical 
staff will select “ Elec. Sign 
and Save” 

Youth test DOB DJJ ID 



Confirm your name and  
enter JJIS password to 
confirm Electronic 
Signature and Save. 

DJJ ID 



<< Electronic Signature 
Appears  

Youth test 

Once saved/signed the user 
should see this message in 
green. If there are errors or 
missing data red error 
messages will appear 
directing the user to correct 
the issue. 

DOB DJJ ID 



NOTE 
Under Plan section,  the LPN should 
document contact with RN or higher. LPN 
will also have to document the review 
process  if an RN or higher will not be 
documenting their review in JJIS. LPN’s 
have a different screen to complete.  

  



Pending Review 
To find sick calls needing review 
Select drop down box “pending 

review” 
 

This will list all calls pending 
review status 

 
Click on adobe icon to see report 
Click on “Select” to start review 

process 
 

Select Medical Tab to input 
reviewer comments and Referred 

or Resolved comments. 
 

Then complete with Electronic 
Sign and Save. 

  

Youth 
pending 
review  
will be 
listed 
here 



RN or Higher Review Process 
 

Enter Comments 
 

Then select Referred or 
Resolved and input comments 

 
 

Then Electronic Sign & Save 
  



RN or Higher can update and 
complete review process and 

then electronically approve/sign 
the work completed by 
themselves or an  LPN 

  



LPN Review 
LPNs will document contact type 

(electronic, telephonic, face to 
face)  

The document Contact person 
and enter date & time 

 
LPN will document reviewer 

comments 
LPN will input (Referred or 

Resolved) adding comments 
LPN will electronically 
approve/sign the work 

completed. 
 
  



OHS Medication form 

To be used when adding any medications 
that may not already be entered in 
database.  When you complete the 
MARs, the medications and side effects 
will appear. 
Conduct a diligent search before 
selecting “New” 

DJJ ID 

Select 
Medication 

Module  
 



Select 
Save to 
Add 
Medication 

Complete all fields starting at top  
Select Medication as “Active” for 
use in OHS. “Inactive” removes 

medication from use in OHS. Note: 
Medications are not youth specific 

ADDING NEW MEDICATION 



These links should be 
used confirm 

medication name and  
side effects 



Medication Administration Record (MAR) 
  

 
 To Complete a MAR the user will select a youth and make them the 

“Active Youth”. 
Then the user will select Medication Administration Record (MAR) from 

drop down menu 
*** Ensure the youth you want is the active youth !! 

 



Medication Administration Record (MAR) 
  

There are 3 Tabs for a (MAR):  
• Allergies and Medical Info [must be completed first] 
• Youth Medications 
• MAR Filter - allows to filter what medications appear on report 
Start at top and complete all fields and then select “Save” 

  



Medication Administration Record (MAR) 
  

All listed medication for youth 
will be displayed if entered. 
 
There is also a sort field drop 
down box for display 
open/closed 
 
Start at top and select 
medication from drop down. 
Input Dosage, Frequency, 
Method of delivery and then 
select PRN or input times. 
 
Side effects entered under the 
medication tab will automatically 
populate in the Side Effects 
Monitoring box.  
 
Enter Start and End Dates 
Then “Save” 

  

 Select Medication from 
drop down. 

Note: Only medications 
entered in Medication 
module will appear in 

drop down  

< Select Add Youth 
Medications  



Medication Administration Record 
(MAR)  

Youth test 

MAR Filter – The MAR filter tab 
allows a user to select 
medications to print to the MAR 
report.  
Select the medications for the 
report by using the check box. 
Select “Print MAR with selected 
medications” 
A confirmation will appear with 
medications selected and any 
not selected to print to MAR. 
 
Continue to print will populate 
the MAR with ONLY the 
medications selected. 
 
“Will not print” box shows any 
other medications not included 
in MAR report. 

  



Medication Administration Record (MAR)  

Once saved the user will see message 
Youth medication information saved 

successfully. 
The medication will appear in table and can be 
edited 
There are two reports available 
1. MAR report 
2. PRN Medications report 

Medication Administration Record (MAR)  

Youth test 

Youth test Youth test 

DOB DJJ ID 

Youth 
Photo 



To view or print report- 
click on “Report” button 

Youth test 

Youth test DOB 

DOB 

DJJ 
ID 

DJJ ID 

DJJ ID 



Reports & Sick Call Listing 

To view sick calls 
(Open, pending, or 
closed) A user can 
select “Sick Call 

Review” and in Drop 
down box select Open, 

Pending Review, or 
Closed. This will 

populate a list for the 
entire Detention Center 

selected.  
OR 

They can use reports, 
see next slide.   

Youth 
Names/ 
DJJ IDs 



Reports & Sick Call Listing 

 
Under reports select 

“View reports” 
 
 
 
 
 
 

Select report desired 
for sick call listing, 

select “Sick Call List” 



Reports & Sick Call Review 
 

Fill in date range or 
select current date. 
Under Status select 

“Open, Pending 
Review or Closed” 

 
 

Complete the 
remaining search fields 

such as Program 
name, Statewide, 

Region…. 
 

Select Facility and then 
PDF to populate report 



Reports & Sick Call Review 

This is an example of 
“Pending Review” 

Report 

Youth test 

Youth test 

DOB 

DOB 

Youth 
Photo 

DJJ ID 

DJJ ID 



If you have any questions 
or problems using OHS 
forms module please 
contact your local Data 
Integrity Officer (DIO) 


	OHS WEB FORMS�
	PERMISSION LEVELS
	NOTES
	Slide Number 4
	Slide Number 5
	Slide Number 6
	Slide Number 7
	Slide Number 8
	Sick Call Initiation 
	Sick Call Initiation 
	Slide Number 11
	Slide Number 12
	Slide Number 13
	Slide Number 14
	Slide Number 15
	Slide Number 16
	Slide Number 17
	Slide Number 18
	Slide Number 19
	Slide Number 20
	Slide Number 21
	Slide Number 22
	Slide Number 23
	Slide Number 24
	Slide Number 25
	Slide Number 26
	Slide Number 27
	Slide Number 28
	Slide Number 29
	Slide Number 30
	Slide Number 31
	Slide Number 32
	Slide Number 33
	Slide Number 34
	Slide Number 35
	Slide Number 36
	Slide Number 37
	Slide Number 38
	Slide Number 39

