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Helpful Tips:

JPOS can select “Created Reviews” button to search reviews done earlier and “Reviewed Records” button to 
see the completed reviews. 

The “Edit” link will be disabled after 5 days after any completed review (JPOS or Chief)

If  the Chief  has not reviewed, JPOS can Edit (within a 5-day period)

Date Range should be required for all 3 roles. 

Chief  Permissions will allow 1st review (same as JPOS Permissions) but also allow a 2nd Review to approve 
and edit JPOS report. 

Chiefs are able to complete a JPOS review, if  the JPOS is unavailable. Refer to the JPOS Social Security 
Number PowerPoint. 

Chief  Permission Role: the pending review button is for all the Reviews that were completed by the JPOS and 
are awaiting Chief  review. 

“Completed reviews” done by both JPOS and Chief  are found under the “Reviewed Records”  area for both 
permissions. 

“Pending Reviewed” should only return reviews completed by the Chief  (Auditor role only)

The Auditor Permissions only has view only access to “Reviews Completed”. 
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The Chief will first select Region from the View By drop down selection
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Search by Region, Circuit, Unit and Date Range to get all the Pending Reviews completed by the JPOS. 
Chief ’s will then select “Pending Reviews”

Grid will appear with: Edit, Delete and View Report buttons where you can further modify for 
more changes if  necessary.  For Chief ’s review, select the Edit button. 
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The Select All box will check all youths at one time/ Not checking the Select All box the Chief  will need to review each youth individually. If  
each “JPO Comment”  is correct the Chief  can check the “Chief  Reviewed” box under each individual youth. 
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Clicking the Edit will allow the 

CPO to review the JPOS Review 

and make changes as needed
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Once review is completed on each youth, Chief  will check the box “I approve the SSN 

Reviewed is correct.” Then Select Save
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Chief  will select “Reviewed Records” 
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Then select “View 
Report”



Selecting View Report will open a Excel report with all the records for that report as shown below: 
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If  you have any questions please contact 
your local DIO 
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