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1)

2)

3)

Security and Information Confidentiality

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

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 no
be shared with anyone else.

All information regarding Civil Citation involvement by a juvenile (as indicated by the
GeSa¢ O2fdzYy Ay é2dziK aSI NODK aONBSyo
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 wit|
record, minor misdemeanor and nenolent 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 indicat
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.



Log onto VPN. Entéittps://VPN.d]j.state.fl.usn 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: Sunshinel)

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.


https://vpn.djj.state.fl.us/

the address bar
3 z Florida Department of Juvenile Justice SSL VPN Service
L5

Login in using your standard

/ Login credentials

& https:/ [vpn.dijstate.flus/ +CSCOE +[portaLhtml - Windows Internet Explorer provided by Department of Juvenile Justice

Enterhttps://\VVPN.djj.state.fl.usn

Click on desired application. Once

_1of x|
@\‘—_‘, L Ii% https://vpn. dii. state. l.us/+CSCOE +/portal.himl ,Ojlgl +5 2 von.dij.state. fLus x | kT
| File Edit View Favortes Tools Help
J i chma Florida Department ... b Suggested Sites - a'.'-ieh Slice Gallery ~ aFrea Hotmail J Eﬁ A @ ~ Page - Safety - Tools - 'Q"
Florida Department of Juvenile Justice SSL VPN Service - DJJ Providers
*k
Logout

you connect to an application, S

. . . 3 Y tiome = | Web Bookmarks
some applications will have a tool g, v -
bar in the uppertright corner that i-
. . . = DIC Help Reques) =
will allow navigation such as Ry — In screen

5 B canmim Click on the JJIS Web icon
to proceed to the JJIS log

NBEOdzZNYyAYy3T aK2YSE 2N lad-2.-3.2 dz(l € ©
@9 20

Note: JJIS Web will not have this
G22ft 0l NJdzlose! é()Sdz[']i'Ji'JKZ&/ Al 2
return to the App list.
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https://vpn.djj.state.fl.us/

Department of Juvenile Justice
System Login

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.

User Name: * |TesterLee

*=
Password: ~

System: * |Pren‘ention Web

[]Change Password? Alage Security Questions

Login Cose |

Reset/Forgot Password
JJIS Help Desk (850) 921-7832 5



Program Registration Register
a new youth to a program

Modules ~
Maintenance

Reports ~
Prevention Reports

Department of
Juvenile
Justice

Active Program:

Select a Program

® Current Placement Census

O Incomplete Admission
Registrations

7

Youth Listing:

Refresh I Youth Search I

Program Registration Modules Reports LogOut

Active Youth ~Youth must show in this area for maintenance

Active Program§ A &G A y 3
It NRPAINF YE | NBI

2F | LINPIAIN) Y
ORNRLI R26VY0

Select a Program (drop down) Fhe program assigned to staff

Current Placement CensusListing of youth currently in the
selected Program

Incomplete Admission Registrations[~A & G Ay 3 2 F &2
registration was started, but not completed therefore not in the

Program Census
HOMFE PAGE



Department of Program Registration Modules Reports LogOut
Juvenile

Justice

Active Youth:

Active Program:

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

Select a Program

B

® Current Placement Census

O Incomplete Admission Click on the drop down and select your program
Registrations
Youth Listing: 7 e r

Youth Search | PREVENTION

HOME PAGE




Department of Program Registration Modules Reports LogOut
Juvenile

Justice

Active Youth:

The program you are working in
should be selected and appear
as the Active Program in the
upper left corner of the screen

Active Program:
Twentieth Circuit - Civil Citation
- 20 Circuit - Lee County Sheriff
- Lee County

Select a Program
ITwentie‘th Circuit - Civil Citation - ;

® Current Placement Census
O Incomplete Admission

Registrations ~ ; -~
PREVENTION
Youth Listing: ( 16 total ) —~
Youth Search | HOME PAGE

Youth All youth currently in the program
will appear in the Youth Listing

once a program is selected

Names

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 yout hd

8



Department of

Juvenile
Justice

Active Youth:

Active Program:
Twentieth Circuit - Civil Citation
- 20 Circuit - Lee County Sheriff
- Lee County

Select a Program
ITwenﬁeTh Circuit - Crvil Citation - L

@® Current Placement Census

O Incomplete Admission
Registrations

Youth Listing: ( 16 total )

Youth Search

OO0 O00O0

Program Registration Modules Reports LogQOut

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
yout hds registration

Step 1:

Veri fy the youthds n
current program census after selecting your
Program

~

(e

h a s




You must perform a comprehensive search to see if arecord 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 t
Birth first. No other search option will be enabled until a DOB search is completed.

Youth Search

Search Type 2= k 2= k - i b . ‘ . ‘ : ;
O Approximate Match ® Exact Match
Searl:ﬁBy o s - 5 A : > : . b . > - .

O Last Name, First Name O Last Name, First Name, Race O Alias Name
(O Last Name, First Name, DOB (O Last Name, First Name, Sex @® Date of Birth
O Social Security # Opinp

Last Name I Alias I
First Name I DIIID I
DOB |01.01.2003 i Race | .

Last Name I
First Name I

DOB |01. ov200s | L

Add a New Youth




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.

LAST NAME FIRST NAME MIDDLE NAME 2 SSI PREVENTION CIVIL CITATION DELINQUENT

Select 01/01/2003

Select 01/01/2003

Select 01/01/2003 Gadsden
Select 01/01/2003 & Indian River
Select 01/01/2003 D Pinellas
Select 01/01/2003 Polk
Select 01/01/2003 Bay
Select 01/01/2003 E Duval
Select 01/01/2003 D Pinellas

After a DOB search is completed, I f the yol
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

1

another option from the Search By category to use as criteria for your search.

O Last Name, First Name, Race O Alias Name

Search Type . . ; . ; ; . ; : ; .
OExact Match
earch By . . ' , . , , . ; . ;

> pitte. DOB O Last Name, First Name, Sex O Date of Birth
O Social Security # ObpI1mp

Last Name Alias I

First Name DIID

DOB f Race I .




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
t wo characters of the youthoés | ast and
allowing you to verify the spelling, date of birth or county, ensuring that duplicate
youth are not added to JJIS.

Last Name

First Name

DOB

Add'a New Youth

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.

e
LAST NAME FIRST NAME MIDDLE NAME DJJID SSN ! {EVENTION CIVIL CITATION DELINQUENT

Select 10/05/2008 No

Select 11/19/2007 Yes B3

Select 03/09/2006 Yes BB
Select 11/29/2003 No

12



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 nnve&ans the youth has an
active record

2)A BL ACK in&ahksShe youth has a
prior history, but is not currently active.

PREVENTION CIVIL CITATION DELINQUENT
YES 2 No No 3)A BL ACK nieadh®the youth has not
No Yes (1) B2 No history with Prevention, Civil Citation or
Delinquency, as applicable.

No YES (1) B3 No b y oL

No Yes (1) B3 No 4 ) Tsheet ofipaper(s)0 i con i s

No No vEs ) the youthds Preventiag
_ Delinquency facesheet. Note: This is
By

No Yes (1)52 No

permissioned. If you have Prevention Web
Yes 52 No No 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.

YES B2 No No

13



If the youth is found in view box listing below,
DO NOT DUPLICATE the youth with a new number

Youth Found

LasT NaMmE FIRST NAME MiDDLE Name DJJID SSN DOB

Youth Names and
DANEIDLS

Select ol
Select Kl

Record Count: 4

ect o

PREVENTION CIVIL CITATION DELINQUENT Race SEX CoUNTY
06/16/2000 No No Asian Hillsborough
06/05/2000 No YES ] Pacific Islander Leon
06/16/2000 No No White Hillsborough
03/11/1999 YES (2) No Alaskan Native
to actiyvate the you
ogram Registrjationo to b

l « Program Registration Modules

Search Type

Search By

(®) Last Name, First Name
(O Last Name, First Name, DOB
O Social Security #

Last Name

—

First Name

DOB I— e

Youth Found

LasT Nawmw FirsT NawmE Mmool Nave DJJID SSN DOB

Select
Select

Select

sy Ey

Select

Reports

®) Approximate Match

LogQut

Youth Search

() Exact Match

() Alias Name
(O Date of Birth

() Last Name, First Name, Race
(O Last Name, First Name, Sex
O DD

Alias —
DITID —

ssN [
[ I~

Add a New Youth

Record Count: 4

PrREVENTION CIVIL CITATION DELINQUENT
06/16/2000

06/05/2000 No vES (1 Pacific Islander

06/16/2000 White

03/11/1999 YES (2) Alaskan Naftive

14



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. De
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

i Sorry, the Youth that you have selected is already in a civil

+ citation placement ist. Please select another youth. program and is not eligible to be enrolled in your
program.
Message means that the youth you have selected
j. Sorry, the Youth that you have selected is already in the current is Currently enrolled in your program and cannot
placement ist. Please select another youth. be selected. Check to make sure the correct youth
was selected in the youth search process.

Message means that the youth you have selected
L _ has a record on the delinquency side of JJIS. This
o This selected youth has a JJIS Delinquency record. .. ..
¥ Please review the JJIS Face Sheet to see if this may mean the youth is ineligible for your program.
youth meets criteria for civil citation. Yo u mu st revi ew t he y o u
Please click <OK> if you wish to continue? 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.

Cancel |

15



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

Search Type -
(® Approximate Match

Search By ; - ;

(® [ ast Name, First Name

(O Last Wame, First Name, DOB

C Social Security

Last Name |Teg,t

First Name IPa

@

DOB

Youth Found

LasT NAME FIRST NAME MinpiE NavE  DJJIID

Youth Names and DJJ ID

Youth Search

(O Exact Match

(0 Afias Name
(O Date of Birth

() Last Name, First Name, Race
O Last Name, First Name, Sex
O DI

Alias SEN

——
DJJID |—

ERace

Sex

L

Add a New Youth

Record Count: 4
Hillsborough
Leon
Hillsborough

Martin

DOE PrReEVENTION CIVIL CITATION DELINQUENT
06/16/2000
06/05/2000
06/16/2000
03/11/1999

Asian
Pacific Islander
White
Alaskan Nafive



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

¢2 O2yiAYydzSS 6A0GK (GKAAa @2dzikKx Ot AO{1 hyY A
Web

Prevention Web

Wizard Guide
Youth has a prior placement of Civil Citation on this record.

Subsequent Citations (up to 3 Maximum) will need to be
documented accordingly with reasons in the JJIS system.

D' Step 1

Youth Info

School Info

Family Member Info

Alerts & Alias | Are you sure yvou want to proceed with this entry?

Completion

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

Wizard Guide

D Step 1

Youth Info

School Info

Family Member Info

|
|
Alerts & Alias I
|
|
|

Completion

17




Youth with NO PREVIOUS Civil Citation Placement

Wizard guide: 6 steps

Work sequentially,
Top to Bottom,
filling out all
information.

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

Wizard Guide

Vouth Info
Alere & Alsx

Scheol Tefa

Farealy Memsber [efo

Comgletios

Prevention Web

Registration Wizard
Step 1 of 6

Program Mineteenth Cirenit - Ciwil Citation - 10

|.

Last Name * | *
|
|

First Name * *

Middle Name **
OR #* [ No Middle Name Verified
Suffix |
DOB * ,7 i«
Age |
SSN ++ IR
Sex * | *
Race * [ *
Fthnicity * | *
Home County * [
Admit Date * =
Circuit * .
Agency Referred By* |
Civil Citation Charges
Add New Charge |  Duplicst= Corrent Charee |
Statute Number: * | J
Offense Date * P & swopayyy
Offense Time [: [ OamOrm HH:MM
Offense on School Property * O Yes O No
School Circuit* .
School Location of Offense*
Domestic Violence * OvYes ONo
Firearm seized/involved * Oves ONo
Stora Charge |  Cancel Chargs |  Dslets Charzs |

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

B  sovemiver> |




Youth WITH PREVIOUS Civil Citation Placement

Program

Last Name *
First Name ~
Middle Name **
OR =+

Suffix

DOB *

Age

SSN *=*

Sex *

Race *
Ethnicity *
Home County *
Admit Date *
Circuit *

Agency Referred Byv*

Override Reason *

ICi'.'i[ Citatron - 20/ Cirenif - 107 - Glades

ITest

|Lem*_.‘

No Middle Name Verified
[o2/0172000 s
17

-
[ale
[White
IKDn-His,pa.u.ic
ILee
@

Youth with a history will have the
demographics already filled out

Additional C.C. - Directed By SAO
Additional C.C. - Prior No Filed' Dismissed
Additional C.C. - Special Exemption
Additional C.C. - Other

Returned to Restart - Closed in Error
Returned to Restart - Failure not Youth's Fault
Returned to Restart - Other

Second C.C. - As Allowed By Law

Third C.C. - As Allowed By Law

IMPORTANT:
You must be sure to select
the appropriate reason the

— youth is being offered a
subsequent Civil Citation

(defined on next slide)

19



Definitions of Override Reasons

Additional C.C. i Directed by SAO 1 Use this when the SAO has directed youth to civil
citation above and beyond any other circumstances

Additional C.C. T Prior No filed/Dismissed i Use this when youth was previously
denied civil citation because of delinquent history that was dismissed or non-filed

Additional C.C.T Special exemption T Use this when the youth has been given an
exemption by SAO/Court for a 4" CC

Additional C.C. T Other i Do not use this reason when admitting youth

Returned to Restart - Closed in error i Use 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-Fai | ur e not JiyUsathishMen pareatigdarndian
refused to participate or for some other re,

Returned to Restart - Other i Use this when admitting a youth for any other reason
than what is available

Second C.C. 7 As Allowed By Law 7 Use this one when youth has completed a civil
citation program and is being given a second one.

Third C.C. 7T As Allowed By Law i Use this one when youth has completed two civil
citation programs and is being given a third one.

20



Entering New Charges for new youth and youth with history.

1) Click on the Add New Charge button to
being inputting Charge and information

e |

| | psi s

2) Click on
to find a Statue Number

Civil Citation Charges

Add New Ch,argel Duplicate Current Charge |

Statute Number: # |

Offense Date * .ﬁ MMDD/YYYY

Offense Time : I O AM O PM HH:MM

gﬂﬁense n: School OYes ONo
roperty

School Circuit* I

School Location of
LY
Offense*

Domestic Violence * OYes ONo

Firearm seized/involved * (O Yes () No

Store Charge | Cancel Charge Delete Charge I

é

21
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To find a Statute Number Description, input a Statute Number in the Statute cell, click on Find

<

Statute Selection
Options : ® Statute Search O FCIC Number O Statute Number and SubSection

Statute Number |
FCIC Number ;|

SubSection |

Find | Cancel | Help |
Instructions for using help the first time.

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 !

DESCRIPTION
UNOCCUPIED STRUCTURE UNAEMED 810.02 4a
UNOCCUPIED CONVEYANCE UNARMED 810.02 4b
UNOCCUPIED STRUCTURE STATE OF EMERGENCY 810.02 4a

UNOCCUPIED CONVEYANCE STATE OF EMERGENCY 810.02 4b

22




After you Add New Charge and select the Statute Number from the ... (3 dots) ellipsis

Civil Citation Charges

Add New Charge | Duplicate Corrent Charge |

Statute Number: *

Offense Date *

Offense Time

Offense on School
Property *

School Circuit*

School Location of
Offense*

Domestic Violence *

810.02

OYes ®No

3172017 i MM/DD/YYYY
08 :|£m OAM®PM  HH:MM

(CE—

OYes ®No

Firearm seized/involved * () Yes ® No

V]

Store Charge | Cancel Charge | Delete Charge

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

4) If offense occurred on
school property, select Yes,
School Circuit and School
Location

If offense not on School
Property, select No

*

5) Click Store Charge after Information inputted,;
To ADD Another charge, click Add New Charge

23




Civil Citation Charges

Add New Charge I Duplicate Cumrent Charge |
OFFENSE FCIC . .
DATE VALUE DESCRIPTION
Select Edit| 3/17/2017 | BURGL UNOCCUPIED 810.02 F T
8:00:00 PM STRUCTURE
UNARMED
1
Statute Number: * | |
Offense Date * I i MM/DD/YYYY
Offense Time [ :[ OamOpm  HH:MM
Offense on School . . ]
Property * OYes ONo CI\:I|OkTE S ch
1 L icking on Store Charge
School Circuit = DOES NOT SAVE the wizard.
School Location of Always click ~
Offense* SAVE and NEXT
Domestic Violence * O ves ONo 'rl'é)cr(;]r(()jve forward on the youth
Firearm seized/involved * QYes O No
Store Charge | Cancel Charge Delete Charge
After the charge is
stored, click on the » Save and Next >> | Exit
Save and Next >>
24

button




Step 2 on the Wizard

Prevention Web

Wizard Guide
| Step 1
'3 Youth Info
Alerts & Alias

School Info

Family Member Info

Completion

Registration Wizard

Youth Name: Test, Leroy
DJJID: 1355074

Height **

Weight **

Hair Color **

Eye Color **

Religion

Marital Status

Language Preference
Birth City

Birth City (if out of state)
Birth County

Birth State

Citizenship *#

Address Chance Worksheet

L)

Step 2 of 6
[ ftJio in
150
|Blonde 4
|Blue
I- v
ISJ'.ngle
|English v
|OUT OF STATE 4
IBaltjmore
J Out of State
|Maryland v

®yusA O Other

Click on Address Change
Worksheet to input Address

Ibs

Work sequentially,
From Top, filling out all
known information.

Note:
Do Not Make Up
Unknown Information

25




Foster care ? If YES, the

Maintenance system will activate DCF
Address Change Worksheet

address for youth after
Is this vouth mn foster care? ) Yes @ No _ you select Yes

To enter a new address either select a prior entered address above on the left side or enter a new address in the text boxes below. County will be entered by the system.
Recent Historical Phvsical Addresses

STREET ADDRESS BLDG/APT COUNTY | STam | 7z | 74 | START DATE END DATE

New Physical Address - Fields marked with an ~ are required.
Work from Top Is this a new address? @Yes ©No h New address: Yes or No
to Bottom filling Street Address: *
out all areas Build/Apt:
City: * E2
State: * Florida [«]
Zip: * - FEERE-FERE
County: [+]
Home Phone Number ( )] - (HEH) B88-H88H
End Date for old address * HH MM/DDIYYYY
Start Date for new address® E MM/DDIYYYY

26



* *

After the address is entered,
click Verify Address and
then click Accept

Verified successfully!
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