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Placing Youth into JDAP
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To access the module to 
Place youth who are 

referred to JDAP by the 
JPO, you will first need to 

log into JJIS.
From the module menu on 

the left, click Youth 
Placement - Facility.
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In the Youth Placement – Facility Module, click 
on the drop down arrow to select the facility 
(JDAP program area) name and click the “Go” 

button. 

Facilities available are permissions based. If the facility is not 
assigned to the account, it will not show up in the drop down list.

5



After you select your JDAP program area, you will 
see a list of the youth that are awaiting placement 
into the program. A youth will appear on this list 

after the JPO disposed the charge(s) to JDAP, which 
generates JDAP pending placement. The JPO must
dispose the charge(s) to JDAP or the youth will not 

appear on the list.

To review the youth’s facesheet, click on the white 
paper icon next to the youth’s DJJID #.

Note: 
If you do not see a youth here you are looking for, please email the assigned JPO. You can find the assigned JPO listed at 
the bottom of the facesheet with their contact information. To search for the youth’s facesheet, click on the “Go” button 

at the top right of the screen. For help searching for a facesheet, please review the following link: 
http://www.djj.state.fl.us/docs/jjis-instructional-powerpoints---dios/face-sheets-in-global.pdf?sfvrsn=2
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Once you have reviewed the facesheet to ensure 
that you are selecting the appropriate youth, 

click on the Place button next to the youth that you 
would like to place into the JDAP program area you 

are working with.
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After you click on the Place button, 
you will now need to enter the 

admit date and time the youth is 
being placed into JDAP. 

The Admit Date and Time field will 
default to the current date and 
time. You should change this to 
reflect the actual date and time 
the youth was admitted into the 

program. You can enter a previous 
date and time, but you cannot 
enter a future date and time.
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After the Admit Date/Time and Projected 
Release Date have been entered,

click on the Save button and the youth will 
be placed into the JDAP program area 

selected.

Next, enter in the Projected Release Date. 
The Projected Release Date is the 

anticipated date the youth will be released 
from the program. Initially this should be 
the maximum length of stay, but can and 

should be updated as that changes. 
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Updating the Projected Release Date
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To access the module to 
Update the Projected 

Release Date from JDAP, 
you will first need to log 

into JJIS.
From the module menu on 

the left, click Youth 
Release.

11



In the Youth Release Module, click on the drop 
down arrow to select the facility (JDAP program 

area) name and click the “Go” button. 

Facilities available are permissions based. If the facility is not 
assigned to the account, it will not show up in the drop down list.
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In Youth Release 
Module, you can also 

access the 
Case Notebook 

and 
Facesheet 

by clicking on the icons 
next to the youth’s 

DJJID #.
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Select the youth that 
you are going to 

update the Projected 
Release for, by 

checking the box next 
to their name. 

Then, click on the 
Select Youth To Update/Release 

button.
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1st Enter the new Projected Release Date. Do not enter slashes, only numbers. You must 
use the format “mmddyyyy” or the date will not enter correctly. For dates entered 
incorrectly, the system will display two red asterisks and the system will not update the 
projected release date even if the update link is clicked. 

3rd When all the information is entered correctly, click on the blue “Update” link. This will 
change the date. The screen will not change, but you will see the new date in the 
projected release date field. 

2nd Check the box.
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The Projected Release 
Date has now been 

updated.
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Releasing Youth from JDAP
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To access the module to 
Release youth from JDAP, 
you will first need to log 

into JJIS.
From the module menu on 

the left, click Youth 
Release.
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In the Youth Release Module, click on the drop 
down arrow to select the facility (JDAP program 

area) name and click the “Go” button. 

Facilities available are permissions based. If the facility is not 
assigned to the account, it will not show up in the drop down list.
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In Youth Release 
Module, you can also 

access the 
Case Notebook 

and 
Facesheet 

by clicking on the icons 
next to the youth’s 

DJJID #.
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Select the youth that 
you are going to 

release, by checking 
the box next to their 

name. 

Then, click on the 
Select Youth To Update/Release 

button.
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Enter the youth’s actual release date (the date the 
youth physically left the program). 

You must use the format “mmddyyyy” or the date will 
not enter correctly. Do not enter slashes, only numbers. 

For dates entered incorrectly, the system will display 
two red asterisks. 

Enter the actual release time (the time the youth 
physically left the program). 22



Select the correct Release 
Reason from the drop down 

selection.

Check the box of the youth 
you are going to release 

from JDAP.
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Select 
IDDS Services Ended 

from the 
Release To 
drop down.
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Lastly, click on the 
Release Youth(s) 

button.

25



After Releasing the youth, you will see a message in 
red saying 

“Youth Successfully Released” 
and he/she will no longer be on the census.
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If you have any questions please contact your Local DIO.

Thank You!

www.djj.state.fl.us/partners/data-integrity-jjis
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