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Victim Services 



Accessing the Victim Services Module 

Go to Victim Services Module 

Click on Youth Search 
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Search for Youth 

Select Youth  
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Click Add 

Adding a Victim – Step 1 

Charges with no victim identified cannot be selected. To add a 
victim you must edit the charge in Referral Maintenance and 
remove the check from Charge Requires No Victim Information. 

Select 
referral/charge 
that relates to 
victim. 
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JPO information will populate. 
Click Next. 

Select JPO from the 
drop down arrow.  

Adding a Victim – Step 2 
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Adding a Victim – Step 3 
Fill in the 
information 
provided on the 
Police  
Report, and 
Save 

Victim has been 
entered 

7 



Edit Victim Information 
Click “Edit” 
next to 
victim’s name. 

You can modify, but if referral 
is correct click “Next” 
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Edit or add 
information on 
these screens.   

Click 
“Next”  
or  
“Save” 

Edit Victim Information 
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Notification Types 

• Victim Letter – Written 
• Victim Waiver - Written 
• Victim Release – Written 

 

• Victim Letter – Phone 
• Victim Waiver - Phone 
• Victim Release – Phone 

 • Victim Letter – Non-Judicial 
• School Violent Felonies – Written 
• School Violent Felonies – Phone 
• School No Contact Order - Written 
• School No Contact Order - Phone 
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Click “Notify” then “New” to complete a Victim Letter 

Victim Notification 
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Select the Letter Type 

Victim Notification 

Enter any comments here 

Select Victim or Parent/Guardian 
if victim is under 18 – Required 
Field 

If JPO information is incorrect, click “Cancel” and edit as 
shown on Step 2 on Slide 9  

Click “Save” 
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For School notification letters, enter the required information  

Then click “Save” 

Victim Notification 

View Letter and Print 13 



• Victims Registered in the System 
• Victims Requiring Notification Under Chapter 960 
• Victims of Violent Felonies which Require School 

Notification 
• Relationships Between Victims and Offenders 
• Documentation of Notification of Release from Detention 

and Residential for Chapter 960 Crimes 
• Documentation Notification to School District in Felonies 
• Documentation Notification by Type for Chapter 960 

Crimes 
• Victims by Zip Codes 

Victim Services Reports 
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If you have any questions… 

Contact your local Data Integrity 
Officer 
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