
Social Security Number Review 
Maintenance

JPOS Permissions



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”. 

2



• Log into JJIS and then select SSN Review 
Maintenance from the list of  Modules
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The JPOS will first select Region from the 

View By drop down selection

Next, continue selecting the Region, Circuit and Unit

from the drop down selections
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Enter in the Date Range, 

or 

click on the Current Date button 
to populate the current date

After completing the fields, click 
on the JPOS Review button

Note: If  records do not display in grid from this search, criteria has already been reviewed.

“Created Reviews” button is the 

JPOS review that was completed 

and awaiting Chief  Review. 

“Reviewed Records” show the 

reviews that were created by the 

JPOS and reviewed by the Chief
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After clicking on the JPOS Review button,

the table will populate with the viewed SSN records to review

Checking the Select All box will 
populate the JPOS Comment to 

Work Related 
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The youth Facesheet is accessible 
by clicking on the paper link next to 

the youth DJJID numbers

The table will show the Staff  Name, Title, Unit or Program, Date/Time Viewed and whether any 
updates were made to the SSN
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If  the Select All box is unchecked, the JPOS Comment drop down selections will list: Work Related, 
Non-Work Related and Unknown-Further Review Needed

JPOS will have to review each youth and select the appropriate JPOS Comment in the drop down

Once review is completed on each youth, JPOS will then check the box “JPOS I approve that I Reviewed 
the selected SSNs.”
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Select Save and the grid will appear with: Edit, Delete and View Report buttons where you can further 
modify for more changes if  necessary

Edit option displays all the 
records with that report
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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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