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Prevention

When beginning any prevention training, the instructor must address the following 
important security/information confidentiality points with the class.
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 “yes” column in youth search screen) should be considered sensitive and very 
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 and 
minor misdemeanor offenses have a one-time 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.us in 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 
returning “home” or “logout”.

Note:  JJIS Web will not have this 
toolbar.  Use the “close” button to 
return to the App list.

Enter https://VPN.djj.state.fl.us in 
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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Enter your User Name, Password and select Prevention Web as your System.
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Program Registration ~ Register 
a new youth to a program

Active Program ~ Listing of a program after chosen in the “Select 
a Program” area  (drop down)

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 ~ Listing of youth who’s 
registration was started, but not completed therefore not in the 
Program Census

TERMS
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Once logged in, any 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 youth’s 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 
youth’s registration has not been started

Step 1:

Verify the youth’s 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 youth’s 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 “Search By” 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. 
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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 youth’s 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 “YES” means the youth has an 

active record

2) A BLACK “YES” means the youth has a 

prior history, but is not currently active.

3) A BLACK “NO” means the youth has not 

history with Prevention, Civil Citation or 

Delinquency, as applicable. 

4) The “sheet of paper(s)” icon is a link to 

the youth’s 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.



1st Click “Select” to activate the youth

2nd Click “Program Registration”  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



Wizard guide:
6 steps, continue by filling in areas sequentially, and Click Save & Next>>

Work sequentially,
Top to Bottom, filling out
all information

One * Asterisk 
mandatory information
Two ** asterisk  
recommended
No Asterisk- Optional

The more known 
information put in the 
system, the 
better outcome.

Do not make up 
information!

When Saved creates a DJJ ID  #

DO NOT 
MAKE UP 

A 
SSN, 
ONLY 

ENTER IF 
VERIFIED
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Step 2 of 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



Check box Same as 

Physical for mailing 

address if same

Input Start Date

No need to Verify Address

When completed, click Save 

and then click Next
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If PO Box or other address, 

input mailing address  

information

Remember Start Date!

Verify Address



Review all: Youth info, physical and mailing 

addresses

Enter youth’s work info and phone numbers 

before moving on

Click Next >> to move 

on
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Step 3 of the Wizard

For information on Alerts

And Alias Information 

please refer to the Alerts 

PowerPoint

Click on Next to go to Step 

4 of the Wizard



Basic School Information:

Using the Drop Down fields, fill out as 

much known information as possible

Work from Top to Bottom !
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Step 4 of the Wizard

Click NEXT to save Information! 

After selecting the School Circuit and 

School Attending, the address and 

phone number will prepopulate.
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Step 5 of the Wizard

Click New to add Family 

Members to the system

Work Top to Bottom, filling 

out as much known 

information as possible

Check the box for Lives 

With Youth and Guardian if 

applicable

Checking the Lives With 

Youth button prepopulates 

the address information, 

otherwise enter in the 

physical and mailing 

addresses and verify



Enter phone and employment 

information for family member,

SAVE your information 
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See family member(s) in view 

box at the top of Step 5

Click ~ NEXT  >> to continue.

Click New to add another 

family member
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Step 6 of the Wizard

Click Prevention Assessment Tool to open the Assessment



Prevention Assessment Tool has 
12 domains, complete each 
question on each page, then 
click Next Page

After answering each question in 
each domain, click on the 
complete button
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Score Card ~

This is a report to remind staff 

of missing information

Always input as much known 

information as possible

Close after Reviewing
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Step 6 on the Wizard cont.

Click on the Score Card
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Once the wizard is completed, the 
system moves back to Home page

Review the “Current Placement 
Census” for youth listings

Youth 
Names



Review the “Prevention Face Sheet” 
for youth information by clicking on 
the Prevention Face Sheet button

The youth’s Prevention Face Sheet 
will then open up for you to review
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Youth MUST be active to access Modules:
Maintenance areas ~
Youth Assessment History ~
Youth Placement History ~
Program Placements ~

1

2
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To see PAT report
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To get to the Prevention Program Placement List, select your Program and make 
sure it is active, then select Program Placements under the Modules at the top of 

the screen 
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WZ- takes to 
release screen

PAT- takes to assessmentYellow Page = Prevention Face sheet 
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Click  DIRECTLY INTO the RADIO BUTTON to activate 
youth for Release and it brings you to the Release Screen

PAT must be 
completed before 
releasing the youth.
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Completed, No Referral Made
Completed, Referral Made/Aftercare Planned
Completed, Yth removed by Protective Agency
Incomplete, Adjudicated Delinquent
Incomplete, Youth Expelled by Provider
Incomplete, Youth Moved
Incomplete, Youth Ran away
Incomplete, Youth/Family Withdrew
Incomplete, Other
Youth Changed Schools- Truancy Resolution

SAVE!

Once saved, the youth will come off side bar: Current Placement Listing.

Enter the Release Date, who the youth 
was released to, then select a Reason for 
Leaving Program from the drop down

36



~How to Release a youth without a Second PAT Assessment ~

If a youth leaves the program without staff completing a second PAT, this is what you will 
do, so you can release the youth from your program. 
1. Make sure the youth is active on the left top side of screen. (click directly on the 
youth’s name to make the youth active from your current placement census listing) 
2. Go to Modules, Youth Assessment History; click on ADD Assessment; This will take you 
to the First Domain Screen.
3. Go to the bottom of the screen and click:
SAVE IN PROGRESS. 

4.  Go to assessment history, click the PAT  “ cannot complete blue link” and  indicate the 
reason from the drop down why the PAT was not able to be completed. 
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Add Assessment

1

2
3

38
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Click on Cannot Complete 
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Drop down Reason? “ Cannot complete”  SAVE.
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Completed, No Referral Made
Completed, Referral Made/Aftercare Planned
Completed, Yth removed by Protective Agency
Incomplete, Adjudicated Delinquent
Incomplete, Youth Expelled by Provider
Incomplete, Youth Moved
Incomplete, Youth Ran away
Incomplete, Youth/Family Withdrew
Incomplete, Other
Youth Changed Schools- Truancy Resolution

SAVE!

Once saved, the youth will come off side bar: Current Placement Listing.

Enter the Release Date, who the youth 
was released to, then select a Reason for 
Leaving Program from the drop down
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Optional Survey Links 
Adobe Form 

available for some programs
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Question and Answers

1) What is a Prevention Wizard? The Wizard are the steps to
be completed on the Prevention Web  1-7 bar.  By saving and 
clicking NEXT throughout the process, they are completed and 
make youth active with a program.

2) Looking at the Prevention Home page, how do I begin a 
Prevention wizard? A user must click on the Youth Search 
button on the Prevention Home Page, looking for current youth 
within their program on the side bar under current placement 
census, OR within all of JJIS. 

3) Can a youth have more than one DJJ ID number?  NO!  If 
when searching for a youth, it is found the youth previously a 
delinquent, currently a delinquent, or with another Prevention 
program, that DJJ ID number is to be used.  DO NOT create 
another DJJ ID number. Check the youth DOB, Family 
information, Face Sheet to accurately check youth. If a duplicate
found, contact your local DIO for a youth merge.
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4) What are the << arrows to the left, next to the words Program 
Registration? Those << or >> expand and or minimize the size of the 
screen being worked on. Takes away the side bar.

5) What are asterisks used?  Mandatory information = *; Required 
information = **;  and Recommended = no asterisk 

6) If I start a wizard and do not complete it, can I come back later and 
complete? YES, Move the Radio Button on the side bar to 
“Incomplete Admission Registration.” Look to the listing. The youth 
will remain there until completed. Click on the youth name, click on 
Program Registration, and the system will take you back to the step 
and location on the wizard to complete.
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7) What if I need to change an address on the system? 
This is done through “Address Change Worksheet” Go to 
Modules, which is the Maintenance area of the system; Family 
Member, Click on the “Select” button, which will activate the 
Youth and the Address Change Worksheet (ACW). Click on 
ACW; Answer the question about Foster care; Answer the 
question if a NEW address, then put in a New Address. 
Remember to fill out all areas.
NOTE: You must put in an End date of the old address and a 
Start date for the new address.  Verify address, go to the 
bottom half of screen to indicate Mailing address is the same 
as  Physical. (If not, put in a new address), again you must put 
in an End date of the old address and a Start date for the new 
address and Save.  
(If problems in this area, contact your local DIO)
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8) On the Youth Search screen, I  see a Prevention YES mark and a 
double face sheet; I see Civil Citation YES mark and a double face 
sheet. I see Delinquent NO mark; and sometimes a Delinquent 
YES;   what does all this mean?  A RED YES under these areas 
mean youth is ACTIVE with the Prevention or Civil Citation 
programs. BLACK YES means the youth previously with a 
Prevention or Civil Citation program.  (not active) 
A Delinquent NO mark means youth does not have a delinquent 
charge.  A Delinquent YES mark means he has a delinquent 
charge.  NOTE: Face sheets for delinquent youth are permissioned 
based.

9) I see a Camera on the Youth Search screen.  Do all youth  have 
pictures on the system?  NO, only Delinquent youth and only 
available  and permissioned access. 
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10: What is the time frame for JJIS data entry ?
Provider shall enter data within seventy two (72) hours of 
admission or release from the program.  Failure to enter 
data timely may result in the department withholding 
monthly invoice payment. 
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Still have questions?

Contact your local DIO for answers 
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