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Security and Information Confidentiality

1) Never share account or password information. Account is to be used only by the staff it 
was created for. Do not log in for another user or use a computer that is actively logged 
on by another user.

2) All information in JJIS and Prevention Web is confidential and may only be used for 
completion of official job duties/responsibilities required by DJJ. Information may not 
be shared with anyone else.

3) All information regarding Civil Citation involvement by a juvenile (as indicated by the 
άȅŜǎέ ŎƻƭǳƳƴ ƛƴ ȅƻǳǘƘ ǎŜŀǊŎƘ ǎŎǊŜŜƴύ ǎƘƻǳƭŘ ōŜ ŎƻƴǎƛŘŜǊŜŘ ǎŜƴǎƛǘƛǾŜ ŀƴŘ ǾŜǊȅ 
confidential. Civil Citation involvement is not information that is shared with any 
outside sources. The information is maintained by DJJ only to ensure that youth with no 
record, minor misdemeanor and non-violent felony offenses have an avenue available 
to keep them from having an official delinquency record. For these reasons, a 
Prevention provider who notes Civil Citation involvement should not use this indicator 
as a disqualifier or discuss the nature of the referral to Civil Citation unless it is first 
brought up by the parent/guardian or youth.
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Log onto VPN. Enter https://VPN.djj.state.fl.usin the address bar

User name:    (last name, first initial, middle initial)
Password:  (you will be given your initial password)

The system will ask you to change your password at the first log on.
*** Your password must be 8 characters or more ***
Upper, and Lowercase characters and at least one number.
(Example:   Sunshine1) 

Remember!   Please use VPN

1) 30 days - you will be locked up.
2) 60 days - you are on the brink of being deleted from the system
3) 90 days - you will be deleted.

The processing of a new user agreement will be required by Tallahassee for 
deleted accounts. 
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https://vpn.djj.state.fl.us/


Click on desired application.  Once 
you connect to an application, 
some applications will have a tool 
bar in the upper-right corner that 
will allow navigation such as 
ǊŜǘǳǊƴƛƴƎ άƘƻƳŜέ ƻǊ άƭƻƎƻǳǘέΦ

Note:  JJIS Web will not have this 
ǘƻƻƭōŀǊΦ  ¦ǎŜ ǘƘŜ άcloseέ ōǳǘǘƻƴ ǘƻ 
return to the App list.

Enter https://VPN.djj.state.fl.usin 
the address bar

Login in using your standard 
Login credentials
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Click on the JJIS Web icon 

to proceed to the JJIS log 

in screen

https://vpn.djj.state.fl.us/
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Juveniles who have committed a non-serious misdemeanor are eligible for civil citation.  

Nonviolent felony offenders are eligible for prearrest diversion and may be entered into 

the Prevention Web. 

Beginning October 1, 2015, a civil citation is not limited to first-time misdemeanors, the 

civil citation may now be used in up to two subsequent citations.

These civil citations are tracked using the Prevention Web of JJIS.
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Program Registration ~ Register 
a new youth to a program

Active Program ~ [ƛǎǘƛƴƎ ƻŦ ŀ ǇǊƻƎǊŀƳ ŀŦǘŜǊ ŎƘƻǎŜƴ ƛƴ ǘƘŜ ά{ŜƭŜŎǘ 
ŀ tǊƻƎǊŀƳέ ŀǊŜŀ  όŘǊƻǇ Řƻǿƴύ

Active Youth ~  Youth must  show in this area for maintenance

Select a Program  (drop down) ~  The program assigned to staff

Modules ~
Maintenance

Reports ~
Prevention Reports

Current Placement Census ~ Listing of youth currently in the 
selected Program

Incomplete Admission Registrations ~ [ƛǎǘƛƴƎ ƻŦ ȅƻǳǘƘ ǿƘƻΩǎ 
registration was started, but not completed therefore not in the 
Program Census

TERMS
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Once logged in, any civil citation programs 

assigned to you will appear in the Select a 

Program drop down on the left side of the screen

Click on the drop down and select your program 



Before beginning the registration process, look at the side bar to make sure 

the youth is NOT currently in your census. If the youth is currently in the 

census, simply click on the youthôs name to make them active.
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The program you are working in 

should be selected and appear 

as the Active Program in the 

upper left corner of the screen

All youth currently in the program 

will appear in the Youth Listing 

once a program is selected

Youth 
Names
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Step 3:

If the youth is not currently in your census 

and there is no incomplete registration for 

the youth, click Program Registration on the 

top menu bar

Step 2:

Select the radio button for Incomplete 

Admission Registrations, to make sure the 

youthôs registration has not been started

Step 1:

Verify the youthôs name is not listed in the 

current program census after selecting your 

Program

Youth 
Names
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You must perform a comprehensive search to see if a record for the youth 

already exists in JJIS. Conducting this search before entering a new youth 

ensures that duplicate youth are not entered into the system. 

After the user selects the Program Registration link, the system will automatically 

default to an Exact Match search and the user must search by the youthôs Date of 

Birth first. No other search option will be enabled until a DOB search is completed. 

Enter the required information into the field and click the Find button 
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The system will return a list of youth meeting the search criteria. The list can be sorted by any 

field in the header by clicking on the field name, for example by County. 

After a DOB search is completed, if the youth is not found, all other ñSearch Byò options will 

enable for selection. 

Select an Approximate Match search or an Exact Match search from the Search Type 

category. Approximate Match by Last Name, First Name is selected by default, or select 
another option from the Search By category to use as criteria for your search. 



12

Enter the required information into the proper fields, an Approximate Match search 

is recommended. If the Approximate Match is selected, you must enter in at least 

two characters of the youthôs last and first name. This will pull up similar names, 

allowing you to verify the spelling, date of birth or county, ensuring that duplicate 

youth are not added to JJIS. 

Click the Find button. The system will return a list of youth meeting the search 

criteria. The list can be sorted by any field in the header by clicking on the field 

name, for example by date of birth (DOB) or county. 
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For all youth in the grid, you can see their indicator for history in Prevention, Civil 

Citation and Delinquency, as well as view facesheets for those areas for which you 

have permissions

1) A RED ñYESò means the youth has an 

active record

2) A BLACK ñYESò means the youth has a 

prior history, but is not currently active.

3) A BLACK ñNOò means the youth has not 

history with Prevention, Civil Citation or 

Delinquency, as applicable. 

4) The ñsheet of paper(s)ò icon is a link to 

the youthôs Prevention, Civil Citation or 

Delinquency facesheet. Note: This is 

permissioned. If you have Prevention Web 

permissions only, you will not be able to 

access the delinquency facesheet. If you do 

not have permission to view prevention you 

will not be able to access the prevention 

facesheet.



1stClick ñSelectò to activate the youth

2ndClick ñProgram Registrationò  to begin wizard 
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If the youth is found in view box listing below,  

DO NOT DUPLICATE the youth with a new number

Youth Names and 
DJJ IDs

Youth Names and DJJ 
IDs
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If the youth IS found in JJIS, you should always review the face sheet before selecting the youth. Once you 

have reviewed the face sheet, select the youth. Depending on the youthôs status with the department, you may 

receive pop-up messages. These messages should always be read and understood. 

Message means that the youth you have selected 

is currently enrolled in another civil citation 

program and is not eligible to be enrolled in your 

program. 

Message means that the youth you have selected 

is currently enrolled in your program and cannot 

be selected. Check to make sure the correct youth 

was selected in the youth search process. 

Message means that the youth you have selected 

has a record on the delinquency side of JJIS. This 

may mean the youth is ineligible for your program. 

You must review the youthôs face sheet to ensure 

that any prior offenses were disposed as non-file, 

nolle-prosse or were dismissed. A prior offense 

that was diverted or prosecuted may disqualify the 

youth from participation. 



Youth Names and DJJ IDs
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After completing the comprehensive search 
(Exact Match with Date of Birth and then the Approximate Match search by Last Name, First Name) 

and the youth is not listed in the grid below, 

click on the Add a New Youth button to begin the registration wizard
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In the event the youth has previously been afforded the opportunity to participate in civil 
citation and is being referred again, a warning will be displayed, along with a dialog box 

¢ƻ ŎƻƴǘƛƴǳŜ ǿƛǘƘ ǘƘƛǎ ȅƻǳǘƘΣ ŎƭƛŎƪ hY ƛƴ ǘƘŜ ŘƛŀƭƻƎ ōƻȄ ŀƴŘ ǘƘŜƴ ŎƭƛŎƪ ά¸Ŝǎέ ƛƴ ǘƘŜ tǊŜǾŜƴǘƛƻƴ 
Web

After you click on the Yes button, you will be brought to the 6 step Registration Wizard 



Wizard guide: 6 steps

Work sequentially,

Top to Bottom, 

filling out all 

information.
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Youth with NO PREVIOUS Civil Citation Placement

One Asterisk  * mandatory information

Two Asterisk  ** recommended

No Asterisk - Optional

The more information put in the system, the 

better outcome.

SSN: Do not make up a SSN 

number if you do not have it at 

the time you are entering the 

wizard

It is NOT OK to use 999-99-

9999, 111-11-1111, or any 

combination of made up 

number sequences

Step 1 of wizard, when Saved, creates a DJJ ID #



IMPORTANT:

You must be sure to select 

the appropriate reason the 

youth is being offered a 

subsequent Civil Citation

(defined on next slide)
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Youth WITH PREVIOUS Civil Citation Placement

Youth with a history will have the 

demographics already filled out 
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Definitions of Override Reasons

Additional C.C. ïDirected by SAO ïUse this when the SAO has directed youth to civil 

citation above and beyond any other circumstances

Additional C.C. ïPrior No filed/Dismissed ïUse this when youth was previously 

denied civil citation because of delinquent history that was dismissed or non-filed

Additional C.C. ïSpecial exemption ïUse this when the youth has been given an 

exemption by SAO/Court for a 4th CC

Additional C.C. ïOther ïDo not use this reason when admitting youth

Returned to Restart - Closed in error ïUse this when first Civil Citation was closed 

due to technical issues, for example, when program staff made an error and closed youth

Returned to Restart - Failure not youthôs fault ïUse this when parent/guardian 

refused to participate or for some other reason beyond the youthôs control

Returned to Restart - Other ïUse this when admitting a youth for any other reason 

than what is available

Second C.C. ïAs Allowed By Law ïUse this one when youth has completed a civil 

citation program and is being given a second one.

Third C.C. ïAs Allowed By Law ïUse this one when youth has completed two civil 

citation programs and is being given a third one.
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Entering New Charges for new youth and youth with history.

1) Click on the Add New Charge button to 

being inputting Charge and information

2) Click on ellipsis é (3 dots) 

to find a Statue Number
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To chose the number and description, click on Select next to the charge which will allow the 

Statute Number to move to Statute Number area on Page 1 of Prevention Wizard

NOTE: No Violent Felonies allowed !

To find a Statute Number Description, input a Statute Number in the Statute cell, click on Find



5) Click Store Charge after Information inputted; 

To ADD Another charge, click Add New Charge

4) If offense occurred on 

school property, select Yes, 

School Circuit and School 

Location 

If offense not on School 

Property, select No
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After you Add New Charge and select the Statute Number from the ... (3 dots) ellipsis

3) Enter the Offense Date 

(Date the Offense Occurred, 

not the date you input the 

charge), and the Offense Time 

if the time is known



NOTE:
Clicking on Store Charge  

DOES NOT SAVE the wizard.

Always  click ~

SAVE and NEXT

To move forward on the youth 

record
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After the charge is 

stored, click on the 

Save and Next >> 

button



Step 2 on the Wizard

Work sequentially,

From Top, filling out all 

known information.
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Click on Address Change 

Worksheet to input Address 

Note: 

Do Not Make Up 

Unknown Information



Work from Top 

to Bottom filling 

out all areas

Foster care ? If YES, the 

system will activate DCF 

address for youth after 

you select Yes

New address: Yes or No
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Verified successfully!
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After the address is entered, 

click Verify Address and 

then click Accept


